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Civilian Personnel 

REGULATION AND PROCEDURES - KOREAN NATIONALS 

1. USFK Reg 690-1, dated 4 October 1994, is changed as follows: 

Paqe 2-5, paraqraph 2-5, ANNOUNCEMENT OF VACANCIES. In subparagraph 2-5b(5)(f), 2nd 
line of the last sentence, change "21 days" to read "14 days." 

Paqe 2-1 0, paraqraph 2-1 I, SUITABILITY AND QUALIFICATIONS. Delete the last sentence in 
subparagraph 2-1 1 a and replace with the following: 

An exception to the maximum age for initial hire or rehire after age 60 may be approved by the 
Deputy Assistant Chief of Staff, G1 (Civilian Personnel), Eighth United States Army. However, 
exceptions will be considered only in very unusual cases. For example, when recruitment efforts 
produce no well-qualified candidates, management may request an exception to the provisions of 
USFK Regulations 690-1 gnd 690-1 18 to appoint an available candidate. 

Paqe 2-1 5, paraqraph 2-12,'PRlORlTY GROUPS. Renumber subparagraphs 2-1 2e(3) and 
2-1 2e(4) to read 2-1 2e(4) and 2-12e(5), and subparagraph 2-12e(3) will read as follows: 

(3) Internal candidates (priority group 5) and external candidates (priority groups 6 through 
9) may be referred concurrently for KGSIKWB-4 and below positions. When two or more internal 
candidates are available, they will be selected unless an exception is approved by the CPACICPO 
Director. Internal candidates can only be by-passed when supporting justifi~ation is endorsed by 
the activity director or commander. For an exception to be approved, the justification must provide 
reasonable job related factors that demonstrate that the internal candidates are not well qualified 
for the position. 

Paqe 2-15. paraqra~h 2-12. PRIORITY GROUPS. In renumbered subparagraph 2-12e(4), delete 
the first sentence and replace with the following: 

(4) With the exception of subparagraph 2-12e(3) above, when a candidate is available in a 
higher priority group, justification must be provided and approved by the CPACICPO Director 
before a position offer is extended for selection of a candidate in a lower priority group. 



USFK Reg 690-1 
C4 

Paqe 2-22, ~araqraph 2-19, ADDED bv Chanqe 1. REAPPOINTMENT AFTER AGE 60. Delete 
subparagraphs 2-1 9a thru 2-199 and replace with 2-19a thru 2-19j(4) as follows: 

2-19. REAPPOINTMENT AFTER AGE 60. 

a. Employees reaching age 60 may be reappointed to the position from which retired, with no 
more than a 3 day break in service, at their request or the request of management. The 
reappointment will be made on a temporary status for a full three-year period until.age 63 only 
when all four criteria outlined in subparagraph 2-19e below are met. Therefore, reappointment is 
not automatic. 

b. USFK management may exercise an option to reappoint further after age 63 for a one year 
or less term. Any decision by management is final. 

c. Employees reappointed at age 60 prior to 1 August 2000 may be reappointed for a full two 
year period until age 63 at the subsequent reappointment only when all four criteria provided in 
paragraph 2-19e below are met. 

d. Reappointment decisions will be made by the activity commander or staff principal 
considering the criteria outlined below. 

e. Criteria considered for reappointment decisions for employees reaching age 60 on or after 
1 August 2000 are: 

(1) The position continues. A position is considered to be continuing even if there is a 
change in tour of duty, e.g., from part time to full time or full time to part time. Reappointment of an 
employee to a different tour of duty is to be made because the same basic function that was 
performed by the employee prior to retirement continues to be performed. 

(2) The employee has had no recent performance or conduct problems. Recent is defined 
as "within the past 3 years". The annual performance appraisal for the three years immediately 
prior to the mandatory retirement may be used to determine whether performance has been 
satisfactory or better. Satisfactory conduct and,performance can also be assumed in the absence 
of any documented counseling statements during the past 3 years. 

- .-- - ? -- 

(3) The employee has no physical or health problems which would directly interfere with the 
successful performance of the work. 

(4) Employees in a job category for which a physical fitness test is required under USFK 
Reg 690-1 18 must pass the fitness test. 

f. Wages and all other monetary entitlements that the employee earned up to the mandatory 
retirement date, including severance pay, prorated bonuses, and lump sum payment for unused 
annual leave will be paid off. The reappointed retiree starts a new service period for severance 
pay and bonuses. 
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g. Reappointed retirees are considered long term temporary employees and continue to 
receive the benefits for which they were eligible at the time of retirement, except as provided in 
chapters 1, 2, 4, 7, 8 and 10. 

h. Reappointed retirees will be terminated by the not to exceed date of the appointment. 
Reappointing a retiree after the not to exceed date is considered a new appointment and requires 
review by the approving authority. 

i. Reappointed employees (age 60 through 62) may be terminated prior to the expiration of 
their temporary appointment with 14 days advance notice when any of the four criteria in 
paragraph 2-1 9e is not met or when the employee is to be displaced under reduction in force 
procedures. Employees reappointed at age 63 and older may be terminated for any reason prior 
to the expiration of their temporary appointment with 14 days advance notice. Any decision by 
managem'ent is final. 

j. Procedures. 

(1 ) The supervisor or the employee, if under age 63, may request reappointment. All 
requests should be forwarded to the approving authority for decision. The employee should submit 
the request for reappointment 6 months prior to the mandatory retirement date. 

(2) Approvingldisapproving authority is at the activity commanderlstaff principal level. 
Activity commanders are defined as commanders or civilian equivalent who report directly to a 
major subordinate commander. Staff principals are defined as the assistant chiefs of staff or 
civilian equivalent who report directly to the USFK or the MSC Command Group. This authority 
may be delegated to one level lower to personnel reporting directly to the activity commander or 
the staff principal. 

(3) The employee will receive an explanation, in writing, at least 60 calendar days prior to 
the retirement date if a request is denied. 

(4) The union has the right to request consultation when management has denied requests 
for reappointment up to age 63 for reasons outside the criteria described in subparagraph 2-19e, 
above, or when management has applied any of the criteria incorrectly, i.e., not-substantiated. The 
commander of hisiher representative will meet with the union to consult in good faith within 30 days 
after the commander receives the union's request for consultation. The consultation must take 
place prior to the employee's retirement date. 

2. Post these changes per DA Pam 25-40. 
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3. File these changes in front of the publication. 

4. Additional copies of this change can be obtained by accessing the G6 lntranet at www- 
eusa. korea.arrny.mil. 

Users are invited to send comments and suggested improvements on DA Form 2028 , 

(Recommended Changes to Publications and Blank Forms) to the Commander, USFK, 
ATTN: EAGA-CP-SES, Unit #15237, APO AP 96205-0010. 

FOR THE COMMANDER: 

a@' F. W. ORRIS 

OFFICIAL: 
DANIEL J. PETROSKY 
Lieutenant General, USA 
Chief of Staff 

Assistant Adjutant General 

DISTRIBUTION: 
USFK & EUSA (1 cy each) 

SPECIAL DISTRIBUTION: 
1 - ACofS, G-1, ATTN: EAGA, APO AP 96205-0009 
1 - ACofS, RM, ATTN: EARM, 4PO AP 96205-0009 
1 - Cdr, 51'' MSSQ, ATTN: MSC, APO AP 96278-2097 
1 - 8th MSSIDPC, APO AP 96264-2102 
1 - Cdr, NAVFORK, APO AP 96205-0431 
1 - Cdr, USAAA-KFO, APO AP 96205-0431 
1 - Cdr, USACCK, APO AP 96205-0062 
1 - AMEMB, Seoul, APO AP 96205-0001 
1 - AAFES-PACRIM REGION (HR), APO AP 96378-51 63 
1 - AAFES, Korea FA, APO AP 96205-0001 
1 - Capital Exchange (Yongsan Area), APO AP 96205-0003 
1 - Northern Exchange, APO AP 96258-0003 
1 - Central Exchange, APO AP 96278-0003 
1 - Southern Exchange, APO AP 9621 8-0003 
1 - Dragon Hill Lodge, APO AP 96205-0427 
1 - 1 gth TSC, ATTN: EANC-CPOC, APO AP 9621 8-07 71 
1 - Area I Support Activity, ATTN: EANC-AI-CPAC, APO AP 96258-0707 
1 - 34th Support Group, ATTN: EANC-SA-CPAC, APO AP 96205-0177 
1 - HQ, US Army Support Activity Area Ill, ATTN: EANC-HG-CPAC, APO AP 96271-0716 
1 - 2oth Support Group, ATTN: EANC-T-CPAC, APO AP 9621 8-0562 



USFK Reg 690-1 
C4 

1 - Korean Service Corps, (EAGC-FD-KS-P), APO AP 96205-0057 
1 - 501'' MI BDE, ATTN: IADK-PEC, APO AP 96205-0055 
1 - Cdr, 175'~ FINCOM, ATTN: EAFC-CP, APO AP 96205-0073 
1 - Cdr, 175'~ FINCOM, ATTN: EAFC-CPA-FN, APO AP 96205-0073 
8 - EAIM-R-PM (Editing) 
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HEADQUARTERS 
UNITED STATES FORCES KOREA 

UNIT # 15237 
APO AP 96205-001 0 

Change No. 3 
USFK Regulation 
NO. 690-1 

'12 July 1999 

Civilian Personnel 

REGULATIONS AND PROCEDURES - KOREAN NATIONALS 

1. USFK Reg 690-1, dated 4 October 1994, is changed as follows: 

Paqe 8-3, ~ a r a a r a ~ h  8-4. SETTING PAY RATES. In subparagraph 8-4f, third line of first 
sentence change the words that read "one full step" to read "two full steps", fourth line of second 
sentence change the words that read "one step" to read "two steps", and the eleventh line of 
fifth sentence change the words that read "one step" to read "two steps". 

2. Post these changes per DA Pam 25-40. 

3. File this change in front of the publication. 

FOR THE COMMANDER: 

~4~~11 A. HALL 

OFFICIAL: 
DANIEL J. PETROSKY 
Lieutenant General, USA 
Chief of Staff 

/ Assistant Adjutant General 

: J 
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DISTRIBUTION: 
A (1 cy each) 

SPECIAL DISTRIBUTION: 
50 - ACofS, GI,  ATTN: EAGA-CP, APO AP 96205-0009 
5 - ACofS, RM, ATTN: EARM, APO AP 96205-0009 

20 - Cdr, 51'' MSSIDPC, APO AP 96278-2097 
5 - Cdr, 8th MSSIDPC, APO AP 96264-21 02 
5 - Cdr, NAVFORK, APO AP 96205-0023 
2 - Cdr, USAAA-KFO, APO AP 96205-0431 

10 - Cdr, USACCK, APO AP 96205-0062 
2 - AMEMB, Seoul, APO AP 96205-0001 
2 - AAFES-PACRIM REGION (HR), APO AP 96378-5163 
2 - AAFES, Korea FA, APO AP 96205-0003 
5 - Capital Exchange (Yongsan Area), APO AP 96205-0003 
5 - Northern Exchange, APO AP 96258-0003 
5 - Central Exchange, APO AP 96278-0003 
5 - Southern Exchange, APO AP 9621 8-0003 
2 - Dragon Hill Lodge, APO AP 96205-0427 
5 - 1 gth TAACOM, ATTN: EANC-CPOC, APO AP 9621 8-01 71 
5 - Area I Spt Ad, ATTN: EANC-AI-CPAC, APO AP 96258-0707 
5 - 34th Spt Gp, Area II, ATTN: EANC-SA-CPAC, APO AP 96205-01 77 
5 - HQ US Army Spt Act, Area Ill, ATTN: EANC-HG-CP, APO AP 96271-0716 
5 - 2oth Spt Gp Area IV, ATTN: EANC-T-CPAC, APO AP 96218-0562 
2 - Korean Service Corps, ATTN: EAGC-FD-KS-CP, APO AP 96205-0057 
5 - 501'' MI BDE, ATTN: IADK-PEC, APO AP 96205-0055 
2 - Cdr, 1 75'h FINCOM, AITN: EAFC-AP, APO AP 96205-0073 
2 - Cdr, 175'~ FINCOM, ATTN: EAFC-CPA-FN, APO AP 96205-0073 
8 - EAIM-R-PM (Editing) 

30 - PPCK 
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HEADQUARTERS 
UNITED STATES FORCES KOREA 

UNIT #I5237 
APO AP 962054010 

Change No. 2 
USFK Regulation 
NO. 690-1 - .  

Civilian Personnel 

2 December 1998 

REGULATION AND PROCEDURES - KOREAN NATIONALS 

1. USFK Reg 690-1. dated 4 October 1994. is changed as follows: 

TABLE OF Insert the following title, paragraph, and page numbers in Chapter 7, 
Leave Administration, page iii: 

Voluntary Leave Transfer Program. . . . . . . . . . . . . . . . . . . . . . . . . . . . . .7-11 7-1 3 

CHAPTER 7. LEAVE ADMINISTRATION. Insert the attached pages 7-13 thru 7-18 after page 
7-1 2. 

TABLE OF STANDARD PFNALTIES. Paae F-10. No. 24. At the end of paragraph 24a. 
replace the period with a comma and add the following: 

or participating in actions disruptive of execution of fomal agreements and/or understandings 
between USFK and the KEU. 

2. Post these changes per DA Pam 25-40. 

3. File this change in front of the publication. 
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Users are invited to send comments and suggested improvements on DA Form 
2028 (Recommended Changes to Publications and Blank Forms) to the 
Commander, EUSA, ATTN: EAGA-CP-LPM, Unit #15236, APO AP 962059009. 

FOR THE COMMANDER: 

OFFICIAL: 
DANIEL J. PETROSKY. 
Lieutenant General, USA 
Chief of Staf'f 

J DISTRIBUTION : 
A 

SPECIAL DISTRIBUTION: 
50 - ACofS, GI, ATTN: EAGA-CP, APO AP 962050009 
5 - ACofS, RM, AlTN: EARM, APO AP 962050009 

20 - Cdr, 51* MSS/DPC, APO AP 96278-2097 
5 - Cdr, 8" MSSIDPC, APO AP 96264-21 02 
5 - Cdr, NAVFORK, APO AP 96205-0023 
2 - Cdr, USAAA-KFO, APO AP 96205-0431 

10 - Cdr, USACCK, APO AP 96205-0062 
2 - AMEMB, Seoul, APO AP 96205-0001 
2 - AAFES-PACRIM REGION (HR), APO AP 96378-5163. 
2 - AAFES, Korea FA, APO AP 96205-0003 
5 - Capital Exchange (Yongsan Area), APO AP 96205-0003 
5 - Northern Exchange, APO AP 96258-0003 
5 - Central Exchange, APO AP 96278-0003 
5 - Southern Exchange, APO AP 96218-0003 
2 - Dragon Hill Lodge, APO AP 96205-0427 
5 - 19" TAACOM, ATTN: EANC-CPOC, APO AP 96218-0171 
5 - Area I Spt Act, AlTN: EANC-AI-CPAC, APO AP 96258-0707 
5 - 34" Spt Gp, Area II, AlTN: EANC-SA-CPAC, APO AP 96205-0177 
5 - HQ US Army Spt Act, Area Ill, AlTN: EANC-HG-CP, APO AP 96271-0716 
5 - 20" Spt Gp Area IV, ATTN: EANC-T-CPAC, APO AP 96218-0562 
2 - Korean Service Corps, ATTN: EAGC-FD-KS-CP, APO AP 96205-0057 
5 - 5 0 1 ~  MI BDE, AlTN: IADK-PEC, APO AP 96205-0055 
2 - Cdr, 175" FINCOM, ATTN: EAFC-AP, APO AP 96205-0073 
2 - Cdr, 175" FINCOM, ATTN: EAFC-CPA-FN, APO AP 96205-0073 
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2 - Cdr, 17sm FINCOM, ATTN: EAFGCAO, APO AP 962050073 
2 - Supply Ofc, COMFLEACT, Chinhae PSC 479, FPO AP 96269-1 100 
2 - WRM, COMFLEACT, Chinhae, PSC 479, FPO AP 96269-1 100 

INVITED CONTRACTORS: 
2 - PA&E (Osan), APO AP 96278-21 17 
2 - Nationsbank of Texas, N.A., Community Bank - Korea District, 

APO AP 96205-0004 
2 - Thomas J. Davis IndJungil Assoc, USAEDFE, APO AP 96205-0610 
2 - AMKOR, A&E Inc., USAEDFE, APO AP 962050610 
2 - USA Federal Credit Union, Seoul Branch, Bldg 1592, APO AP 96205-0010 
2 - USO, Seoul, APO AP 96204-0053 
2 - American Red Cross, APO AP 96205-0045 
2 - Central Texas College, APO AP 96205-0010 
2 - University of Maryland, Yongsan Edu Center, APO AP 96205-0010 
2 - PA&E Ind., ATTN: Mr. Karbowski, PSC 303, Box 35, APO AP 96204-0035 
2 - Lockheed Martin, PSC 3, Box 1381, APO AP 96266 
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USFX R e g u l a t i o n  
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C 1  

HEADQUARTERS 
UNITED STATES FORCES KOREA 

U N I T  #I5237 
APO A P  96205-0010 

29 July 1996 

C i v i l i a n  Personnel 
REGULATIONS AND PROCEDURES - KOREAN NATIONALS 

1. USFK Reg 690-1, dated 4 October 1994, is changed as follows: 

TABLE O F  CONTENTS. Insert the following titles, paragraphs and page ' 

numbers in the appropriate chapters: 

Reappointment after Age 60 . . . . . . . . . . . . . . . . . . . . . . . . .  2-19 2-22 

Implementation of New Standards . . . . . . . . . . . . . . . . . . . .  9-6 . . . . . . . . . .  9-3 
Establishment of Development and Training Jobs . . . . .  9-7 . . . . . . . . . .  9-3 

TABLE O F  CONTENTS. Delete Chapter 18. 

TABLE O F  CONTENTS, APPENDIXES. Change the number "8" to read "9" and 
add appendix I as follows: 

I. 260 Day Work Year Chart . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  1-1 
P a g e  1-3, paraqraph 1-6, POLICY. Delete subparagraph 1-6e and replace 
with the following: 

e. The Republic of Korea (ROK) National Pension Plan went into 
effect 1 January 1988. It applies to workers employed by businesses 
employing 5 or more employees, including USFK invited contractors. As 
an employer, USFK pays the employer portion of the pension plan for its 
full-time and part-time employees, ages 18 through 59, including 
employees of the KSC. The plan excludes employees who are age 60 or 
older, intermittent employees, and temporary full-time employees on 
appointments of 3 months or less. Employees who are reappointed after 
mandatory retirement may continue participation in the National Pension 
Plan paying the full amount, including the employer's portion, of 
premium payments. 

Page 2-6, paraqraph 2-7, COMPETITIVE ACTIONS. Add subparagraph e after 
subparagraph 2-7d. 

e. An employee can apply for a vacancy announcement under merit 
promotion and placement procedures even though the employee has less 
than six months in his/her current position (see chapter 2, subpara 2 -  
8h(2)(b)), except when the employee has accompanied an activity on 
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a TOF involving payment of relocation allowance (see chapter 10, 
subpara 10-3f(5)). 

Page 2-10, paraqraph 2-11, SUITABILITY AND QUALIFICATIONS. Delete 
subparagraph 2-11a and replace with the following: 

a. Employment age. Minimum employment age is 18. The maximum 
employment age for the purposes of recruitment and placement is 59. 
The maximum employment age of 59 is not applicable for employees non 
competitively reappointed to their former positions with no more than a 
3-day break in service. The maximum age for initial hire into fire 
fighter and guard positions is 35. (Chapter 10 prescribes policy for 
retirement. Chapter 2 prescribes policy for reappointment beyond age 
60.) 

Paqe 2-11, paraqraph 2-11, SUITABILITY AND QUALIFICATIONS. Add 
subparagraphs i and j after subparagraph 2-11h. 

i. Applicants not meeting the qualification standards as prescribed 
above and USFK Reg 690-118, will be rated "not qualified" and will not 
be referred for consideration by the selecting official. Waivers of 
qualification requirements for reasons other than to assist in placement 
of employees affected by a RIF will be used only for exceptionally hard- 
to-fill positions. Exceptionally hard-to-fill is defined as positions 
for which no basically qualified candidates (internal or external) are 
identified either at the full performance or trainee level. When 
recruitment is extended to consider external candidates, U.S. family 
members must also be considered. Extended recruitment must be advertised 
for a minimum period of 30 calendar days. 

j .  Once it has been determined that no internal or external basically 
qualified candidates are available at either the full performance or 
trainee level, applicants requiring a waiver of qualifications will not 
be referred until approval to waive qualifications has been obtained from 
the CCPD. Requests for approval of waivers will be submitted through 
channels to HQ, USFK, ATTN: FKCP-SES, Unit #15237, APO AP 96205-0010. 
The Osan Air Base and the Korea Support Activitv (KOSA) CPOs have approval '. - 
authority for their serviced activities. 

Paqe 2-14, paragraph 2-12, PRIORITY GROUP. In subparagraph 
12d (1) (a), first sentence, change the word "Change" to read 

Paqe 2-15, paraqraph 2-12, PRIORITY GROUP. In subparagraph 
delete the first sentence and replace with the following: 

Current employees, both permanent and temporary, who are in 

2- 
"Changed. 

the 
geographic area of consideration. The term "current employees" 
includes all U.S. Forces APF and NAF employees, including KSC, KOSA, 
Dragon Hill Lodge, Air Force, Navy, Army, and DOD, as well as invited 
contractor employees. 
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Paqe 2-17, paraqraph 2-12, PRIORITY GROUP. In subparagraph 2-12d, 
insert the following at the end of the first sentence: 

Family members will not be considered for Korean Emergency-Essential 
positions. 

P a q e  2-21, paragraph 2-17, TYPE O F  APPOINTMENT. Delete subparagraph 2- 
17a(l) (c) and replace with the following: 

(c) An employee who, after mandatory retirement, is 
reappointed to his or her former position under a temporary appointment 
and with no more than a 3-day break in service. 

P a q e  2-22. Insert paragraphs 2-19a thru 2-19g as follows: 

2-19. REAPPOINTMENT AFTER AGE 60. 

a. Employees who are age 60, but less than 63, may be reappointed 
to the position from which retired, with no more than a 3 day break in 
service, at their request or the request of management. After age 63, 
only management may exercise the option to reappoint the retiree. 
Reappointments will be temporary NTE 1 year, and may be to the same or 
a different work schedule, e.g., from full-time to part-time. 
Reappointment is not automatic. ~eappointment decisions will be made 
by the activity commander or staff principal after considering the 
criteria outlined below and any additional criteria considered 
appropriate. 

(1) The position must be a continuing position. 

(2) There must have been no performance or conduct problems. 
The employee's current performance and the annual performance 
appraisals for the three years immediately prior to the mandatory 
retirement age will be considered to determine whether performance has 
been satisfactory or better. Conduct will be verified by the absence 
of any disciplinary actions during the past 5 years prior to 
retirement. ~isciplinary actions are formal reprimands, suspensions, 
or removal. A formal reprimand may be considered, even after it has 
been removed from the OPF, if the reprimand was received within the 5- 
year period. 

(3) The employee has no physical problems that would directly 
interfere with the successful pe.rformance of work. 

(4) An employee in a j ob  category for which a physical fitness 
examination is required under U S 7 K  Reg 690-118 must pass the fitness 
test prior to reappointment. 
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( 5 )  Employees in emergency-essential positions must have a 
completed USFK Form 200EK (Korean Employee Emergency-Essential Position 
Agreement), filed in their OPF. 

b. Wages and all other monetary entitlements that the employee 
earned up to the mandatory retirement date, including severance pay, 
prorated bonuses, and lump sum payment for unused annual leave will be 
paid off. The reappointed retiree starts a new service period for 
severance pay and bonuses. 

c. Reappointed retirees are considered long term temporary 
employees and continue to receive the benefits for which they were 
eligible at the time of retirement, except as provided in chapters 1, 
2, 4, 7, 8 and 10. 

d. Reappointed retirees will be terminated by the NTE date of the 
appointment. Extensions of the temporary appointment are not 
authorized. Reappointing a retiree after the NTE is considered a new 
appointment and requires review by the approving authority. 

e. Reappointed retirees may be terminated before the expiration of 
their temporary appointment with 14 calendar days advance notice as 
provided in subparagraph 10-3i(l). 

f. Procedures. 

(1) The supervisor or the employee, if under age 63, may 
request reappointment. All requests must be forwarded to the approving 
authority for decision. 

(2) Approving/disapproving authority will be retained at the 
activity commander or equivalent and staff principal level. Activity 
commanders are defined as commanders who report directly to a major 
subordinate commander. 

(3) The employee will receive an explanation if a request is 
denied. 

g. An employee, who is 60 years or older, currently serving on a 
temporary appointment effected before 1 July 1995, retains all current 
benefits until terminated from that appointment. The employee may not 
be extended beyond the current NTE date of that appointment. At the 
end of the appointment, the employee will receive all wages and other 
monetary entitlements that were earned up to the termination of that 
appointment, including severance pay, prorated bonuses, and lump-sum 
payment for unused annual leave. Any further reappointments will be 
made IAN this subparagraph. 
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Paqe  4 - 2 ,  paraqraph 4 - 2 ,  DEFINITIONS. Delete subparagraph 4-2p and 
replace with the following: 

p. Reduction in force (RIF) - the release of an employee from his 
or her competitive level required by the agency because of lack of work 
or funds, abolishment of position, agency cuts in personnel 
authorizations or other position and organizational actions. 

P a g e  4-8, paraqraph 4-8, NONCOMPETING EMPLOYEES. Delete subparagraph 
4-8a (2) (b) and replace with the following: 

(b) Reappointed retirees will be terminated before other KN 
noncompeting employees. Termination will be in the order of date of 
birth (DOB), with the oldest employee released first. During a RIF, 
these employees may be displaced by qualified permanent employees 
including those for whom management has waived qualifications. 

Paqe  4-17, paraqraph 4-20, SERVICE COMPUTATION DATE. Add subparagraphs 
4-20c(2) (b) (1) and 4-20c (2) (b) (2) , as follows: 

(1) The total number of days in a pay status will be computed 
based on a work year of 2080 hours. To determine the number of days 
worked, divide the hours worked by 8. If the total does not equal to a 
whole number, round up to the next number (e.g., 7.1 days will be 
rounded up to 8 days). Use the 260 Day Work Year Chart at Appendix I 
to convert the days worked to months and days of service to be credited 
as shown in the example below. 

Example: 56 hours worked = 10 days of credit. 
940 hours worked = 118 days = 5 months and 14 days 

of credit. 
234 days worked = 10 months and 24 days of credit 

(2) Regardless of the number of days or hours an intermittent 
employee worked in any one pay period, the employee may be credited with 
no more than the amount of service they could have performed on one full- 
time work schedule during that period of time (for example, the normal 
tour of duty for full-time workers is 8 hours per day or 40 hours per 
week). 

NOTE: - Separation of up to 3 calendar days between 2 periods of service is 
not deducted (i.e., is ignored) in computing total service. A deduction 
from total service is made, however, for any break that totals more than 3 
calendar days (i.e., no credit is given for any break in service that 
totals more than 3 calendar days). When a break in service of up to 3 
days falls between 2 periods of service that were performed under 
different work schedule, the break will be considered a continuation of 
the first period of service. For example, a break of 2 days between a 
period of full-time service that was followed by a period of intermittent 
service will be considered a continuation of the full-time service. 
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Page 4-18, paragraph 4-20, SERVICE COMPUTATION DATE. Delete 
subparagraph 4-20e(2) and replace with the following: 

(2) A11 periods of absence without leave (AWOL) or suspension 
of one or more days will be deducted from the SCD. The basic unit to 
be charged for AWOL or suspension is one day or 8 hours. Therefore, 
periods of AWOL or suspension which total less than one day or 8 hours 
during a calendar year will not be deducted from the SCD nor carried 
forward into the next year for accumulation and deduction from the SCD. 
See chapter 7, subparagraph 7-8c. 

Page 4-29 ,  paraqraph 4-27 ,  QUALIFICATION WAIVERS. In subparagraph 4- 
27d, delete the first sentence and replace with the following: 

d. In an effort to minimize disruption to the work force, the CPO 
may waive qualifications to offer placement in a vacant position to 
employees who have received a RIF notice of a CLG. 

Paqe 4-30, paraqraph 4-27, QUALIFICATION WAIVERS. In subparagraph 4- 
27d, delete the last sentence. 

Paqe 7-1, paraqraph 7-2, RESPONSIBILITIES. In subparagraph 7-2c(2), 
change the word "a" to read "an" before the word "earnings". 

Paqe 7 -2 ,  paragraph 7-3, T M S F E R  OF LEAVE BALANCE. Delete paragraph 
7-3 and replace with the following: 

Annual or sick leave accumulated while employed by a USFK component 
will be transferred to any other USFK component, if the employee moves 
to that component with no break in service. This provision includes 
transfers between APF, NAF, direct hire and indirect hire. A copy of 
the employee's leave record must be forwarded to the new employing 
activity for transmittal to the servicing finance office. No transfer 
of funds will be made. Leave accumulation (annual or sick leave) 
during direct/indirect employment is not transferable on change from or 
to USFK invited contractor status. Annual and sick leave balance will 
be liquidated at the time of change from USFK employment to USFK 
invited contractor employment or vice versa. Accrued sick leave will 
be included in the computation of the employeers severance pay. 

Paqe 7-3, paraqraph 7- 5 ,  ANNUAL LEAVE. Delete subparagraph 7-5a(3) 
and replace with the following: 

(3) Employees under a trial period and temporary employees 
earn 8 hours annual leave upon completion of each complete 4-week pay 
period, for a total of 104 hours per leave year. Accrual of annual 
leave at the applicable rate will begin from the first full pay period 
beginning after 12 July 1985. Employees reappointed after mandatory 
retirement without a break in service of more than 3 days will retain 
their appropriate leave category. Partial accrual for a fractional pay 
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period will not be authorized for employees reappointed after reaching 
age 60. The reappointed employee begins accruing leave at the 
beginning of the next full pay period. 

Paqe 7-4, paragraph 7-5, ANNUAL LEAVE. Insert subparagraph (4) after 
subparagraph 7-5d (3) . 

(4) Retirees reappointed on or after 1 July 1995 may not carry 
over annual leave beyond the period of each appointment. Annual leave 
earned during the reappointment period must be used during that period. 
All annual leave not used prior to the employee's termination or 
separation will be lost. 

Page 7-5 ,  paraqraph 7-5, ANNUAL LEAVE. Insert subparagraph (4) after 
subparagraph 7-5e (3) . 

(4) Retirees reappointed on or after 1 July 1995 are not 
entitled to payment for unused annual leave. 

Paqe 7-6, paraqraph 7-5, ANNUAL LEAVE. Add the following at the end of 
subparagraph 7-5i: 

Retirees reappointed on or after 1 July 1995 do not receive lump-sum 
payments for unused annual leave at the end of the temporary 
appointment. All annual leave not used prior to the termination or 
separation of each appointment is lost. 

Page 7-6, paraqraph 7-5, ANNUAL LEAVE. Insert subparagraph k after 
subparagraph 7 - 5 j .  

k. Advance annual leave. Retirees reappointed on or after 1 July 
1995 may be granted a reasonable amount of advance annual leave. The 
employee's supervisor may approve advance annual leave up to the amount 
of leave the employee will earn by the anticipated separation date or 
the NTE date of the appointment. An application for advance annual 
leave will be documented on an SF-71 (Application for Leave). 
Supervisors must ensure that there is a reasonable expectation that the 
employee will be able to reimburse the amount of advance annual leave. 
If separation or termination occurs prior to liquidation of the advance 
leave credit, the remaining balance will be repaid by a setoff against 
final compensation and severance pay. 

Paqe 7-8, paragraph 7-6, S I C K  LEAVE. Insert subparagraph h after 
subparagraph 7-6g. 

h. At the end of the appointment of a retiree who was reappointed 
on or after 1 July 1995, the employee may carry forward unused sick 
leave to the new appointment provided the employee is immediately 
reappointed without a break in service of more than 3 days. Partial 
accrual for a fractional period will not be authorized for employees 
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reappointed after reaching agz 60. 
accruing leave at the beginning of 

The reappointed employee 
the next full pay period. 

Paqe 7-8, paragraph 7-7, MATERNITY LEAVE. Delete the second 
in subparagraph 7-7a and replace with the following: 

begins 

sentence 

a. Requirement for eligibility is completion of 10 months 
continuous service immediately preceding the maternity leave. Service 
credit for maternity leave is transferable from APF activities to NAF 
activities, and vice versa. However, service credit for maternity 
leave is not transferable from APF activities or NAF activities to 
invited contractors, or vice versa, unless the employee's move was a 
management initiated action such as contracting out. 

Paqe 7-8, paraqraph 7-7, MATERNITY LEAVE. Delete subparagraph 7-7b(l) 
and replace with the following: 

(1) Employees are authorized a maximum of 60 continuous 
calendar days with pay in connection with childbirth. Pay will be set 
at the non-overtime rate for the number of hours in their normally 
scheduled tour of duty. Normally, half of the maternity leave is 
available for use before childbirth and the other half after 
childbirth. The time frames before and after the date of childbirth 
may be adjusted based on employee's request or mission requirements 
provided no less than 30 days is available for use after delivery. 

Page 7-8, paragraph 7-7, MATERNITY LEAVE. Delete subparagraph 7-7b(3) 
and replace with the following: 

(3) At least 8 weeks before the expected date of delivery, the 
employee will submit a request for maternity leave to the supervisor. 
A physician's certificate indicating the expected date of delivery must 
accompany the request. Upon return to duty, the employee will furnish 
a physician's certificate establishing the DOB of the child. 

Paqe 7-8, paraqraph 7-7, MATERNITY LEAVE. Delete subparagraph 7-7d. 

Page 8-2, paragraph 8-4 ,  SETTING PAY RATES. Delete subparagraph 8- 
4d(2) and replace with the following: 

(2) When employment status is CLG on a voluntary basis between 
APF and NAF, between direct hire and indirect hire (KSC), or between 
invited contractor and direct/indirect hire, the employees will be paid 
their current rate (i.e., base pay plus CAP), NTE the top step including 
CAP of the grade to which appointed. When the current combined rate falls 
between two steps of the lower grade, the lower step will be used. This 
includes CLG at personal request or in response to a vacancy announcement, 
provided the employee is not under a warning notice for poor performance 
or conduct, in which case the pay will be set IAW subparagraph 8-4h(2). 
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P a q e  8-2, paraqraph 8-4, SETTING PAY RATES. In subparagraph 8-4d(3), 
change "subparagraph 8-4e" to read "subparagraph 8-4f". 

P a q e  8-2, paraqraph 8-4, SETTING PAY RATES. Insert subparagraph ( 5 )  
after subparagraph 8-4d(4). 

( 5 )  When reappointing a retiree on or after 1 July 1995, the 
employeers pay will be set at pay step 3 of the employeers pay grade or 
at the retired pay step if it is below step 3. 

P a q e  8-3, paraqraph 8-4, SETTING PAY RATES. Delete subparagraphs 8- 
4h(l) (b) and (c) and renumber subparagraphs 8-4h(l) (d), (e), ( f )  and ( g )  
to subparagraphs 8-4h(l) (b) , (c), (d) and (e) . 
P a q e  8-4, paraqraph 8-4, SETTING PAY RATES. In subparagraph 8 -  
4h(l) (c), change line 5 as reads "CLS" to read "CLG" and chanqe line 8 
as reads "12" to read "13." 

P a q e  8-4, paragraph 8-4, SETTING PAY RATES. Delete subparagraph 8-4h(2) 
and replace with subparagraphs 8-4h ( 2 ) ,  8-4h (2) (a), and 8-4h (2) (b) as 
follows : 

(2) Employees CLG due to unsatisfactory performance are not 
eligible for saved pay rates described above. Pay will be fixed as 
follows : 

(a) For employees who have held no other position prior to 
being demoted, pay will be set at step one of the lower grade. 

(b) For employees who were promoted to the position from which 
being demoted, pay will be set at the step last held prior to the 
promotion. If the demotion is to a lower grade than that from which 
promoted, pay will be set at the step which is closest to, but does not 
exceed, the pay rate last held prior to promotion. 

P a q e  8-4, paraqraph 8-4, SETTING PAY RATES. In subparagraph 8-4h(3), 
line 4, change the word as reads "included" to read "includes." 

P a g e  8-4, paraqraph 8-4, SETTING PAY RATES. In subparagraph 8-4h(4) 
insert the word "they" after the word "thatN on the second line. 

P a q e  8-7, paraqraph 8-8, OVERTIME RATES. Insert subparagraph e after 
subparagraph 8-8d as follows: 

e. The proper method for computing overtime when there are regular 
hours worked, overtime hours worked, and approved paid absences during 
an administrative workweek is provided in the following examples. 
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EXAMPLE 1. An employee whose scheduled tour of duty is ten hours 
a day took 10 hours of compensated leave. In this example, the 2 hours 
in excess of 8 hours is compensated at regular rates. No time spent on 
paid absences may be compensated at overtime rates under any 
circumstances. The 2 hours in excess of the 8 hours will not count 
toward the weekly threshold at which overtime rates apply. An employee 
(using this example) who works 9 hours and takes 1 hour of paid leave 
is paid at the regular rate for 9 hours (8 hours worked and 1 hour paid 
leave) and at the overtime rate for 1 hour because the employee worked 
1 hour more than 8 hours on this day. 

EXAMPLE 2. An employee whose scheduled tour of duty is 8 hours 
a day, six days per week, Monday through Saturday, took 4 hours annual 
leave on Saturday. There were no other compensated absence hours during 
the week. The 4 hours worked on Saturday are compensated at the regular 
rate. Even though the weekly threshold was exceeded, the employee 
actually worked only 4 hours on Saturday; an overtime situation cannot be 
created by a paid absence. However, if the employee (using this example) 
worked 5 hours on Saturday, the 1 hour out of the 5 hours actually worked 
would be paid at the overtime rate. Had this same employee taken a paid 
absence for 8 hours on each day, Monday through Wednesday, and then 
worked 8 hours each from Thursday through Saturday, the 4 hours on 
Saturday would be paid at the overtime rate because the employee actually 
worked the hours in excess of the weekly threshold. In all cases, the 
hours actually worked in each day are counted first to determine the 
daily and the weekly threshold for overtime. 

EXAMPLE 3. An employee whose tour of duty is 10 hours per day took 
5 hours paid leave in the morning and worked 5 hours in the afternoon. 
In this case, the employee will be compensated at the regular rate for 
the entire day. Time spent in paid leave status will not create an 
overtime situation. In all cases when computing daily overtime 
entitlements, an employee must have actually worked more than 8 hours in 
a day to be eligible for overtime pay for any work in that day. 

Paqe 8-8, paraqraph 8-9, STEP INCREASES. Add the following at the end 
of subparagraph 8-9a (1) : 

STEP 2 or 4-WEEK PAY PERIOD MONTHLY PAY PERIOD 

12 to 13 156 weeks 36 months 

Paqe 8-8, paragraph 8-9, STEP INCREASES. Insert subparagraph (4) after 
subparagraph 8-9a(3) as follows: 

(4) Retirees reappointed on or after 1 July 1995 do not 
receive within grade increases. 
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P a g e  8-10, paraqraph 8-11, SEVERANCE PAY. Insert subparagraph 
after subparagraph 8-llb(2) as follows: 

(3) An employee who retires and is reappointed on or a fter 
1 July 1995 has a break in service for s e v e r a n ~ e - ~ a ~  eligibility. The 
reappointed retiree begins a new service period for severance pay. At 
the end of the appointment of a retiree who was reappointed on or after 
1 July 1995, the employee may carry forward creditable service for 
severance pay to the new appointment provided the employee is 
immediately reappointed without a break in service of more than 3 days. 

P a g e  8-10, paragraph 8-11, SEVERANCE PAY. Add the following at the end 
of subparagraph 8-llc (1) : 

An employee, who is age 60 or older and currently serving on a 
temporary appointment effected before 1 July 1995, retains eligibility 
for the additional month of normal wages until separated from the 
appointment. The additional month of normal wages does not apply to 
separations of retirees who are reappointed on or after 1 July 1995. 

P a q e  8-10, paragraph 8-11, SEVERANCE PAY. Add the following at the end 
of subparagraph 8-llc(2): 

Unused sick leave of a retiree who was reappointed on or after 1 July 
1995 will be used in calculating severance pay only when the employee 
is terminated without a subsequent reappointment or the employee is 
reappointed with a break in service of more than 3 days. 

P a q e  8-11, paragraph 8-11, SEVERANCE PAY. Add the following at the end 
of subparagraph 8-llc(7) : 

No transfer of funding will be made. NOTE: Currently, there are three 
different qualifying periods used for severance pay, except for USFK 
invited contractors. (1) 1 May - 30 April for all USFK APF and NAF 
employees (excluding NAF employees of Air Force). (2) 1 April - 31 
March for all NAF employees of Air Force. (3) 1 July - 30 June for all 
KOSA employees. Therefore, whenever an employee moves between USFK 
components having different qualifying periods for severance pay, the 
CPO of the gaining activity will ensure that the employee's creditable 
service for severance pay is properly indicated in the remarks section 
of the Standard Form 50-B before transmittal to the servicing finance 
office. Immediate action will be taken to correct any overpayment or 
underpayment of severance pay. Creditable service is not transferable 
between direct/indirect employment and USFK invited contractor 
employment. Therefore, creditable service for severance pay will be 
liquidated on change from direct/indirect hire to USFK invited 
contractor hire or vice versa (e.g., from USFK invited contractor hire 
to KOSA hire). 
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P a q e  8-12, paraqraph 8-12, BONUSES. In subparagraph 8-12a(4), first 
line, change the word that reads "oneN to read "two" and the word that 
reads "monthrs" to read "months1" and add the following at the end of 
the sentence: The Lunar New Year bonus was increased from one month's 
pay to two months1 pay effective 1 July 1996. 

P a g e  8-12, paraqraph 8-12, BONUSES. Insert subparagraphs ( 6 ) ,  ( 7 )  and 
(8) after subparagraph 8-12 (b) (5) as follows. 

(6) An employee who retires and is reappointed on or after 
1 July 1995 has a break in service for bonus eligibility. The 
reappointed retiree begins a new service period for bonuses. At the 
end of the appointment of a retiree who was reappointed on or after 1 
July 1995, the employee may carry forward creditable service for 
bonuses to the new appointment provided the employee is immediately 
reappointed without a break in service of more than 3 days. 

(7) Creditable service for bonuses is transferable between APF 
and NAF organizations, between EUSA activities and any other USFK 
activities which have their own CPO, e.g., 501st MI, or between direct 
hire and indirect hire (i.e., KSC). Bonuses will not be liquidated at 
the time of change in employment (e.g., from NAF to APF). Changes in 
employment between APF, NAF, direct hire and indirect hire without a 
break in service will not be considered a change in employment 
conditions. No transfer of funding will be made. 

(8) Creditable service for bonuses is not transferable between 
direct/indirect employment and USFK invited contractor employment. 
Therefore, creditable service for bonuses will be liquidated on change 
from direct/indirect hire to USFK invited contractor hire or vice versa 
(e.g., from USFK invited contractor hire to KOSA). 

P a q e  8 -14 ,  paraqraph 8-13, RELOCATION ALLOWANCE. Add the following at 
the end of subparagraph 8-13c (1) (b) : 

This applies regardless of which system the employee moves to or from 
(e.g., from APF to APF or between APF and NAF, or direct/indirect hire 
and invited contractor). 

P a q e  8-18, paraqraph 8-18, SUPERVISORY DIFFERENTIAL. In subparagraph 
8-18a, add the following at the end of the first sentence: 

The supervisory differential is treated as part of pay for purposes of 
computing and paying premium rates in the same manner as base pay and 
CAP. 

P a g e  8-20, paraqraph 8-19, TUITION ASSISTANCE. In subparagraph 8- 
19a(l), change cited reference as reads "subparagraph 9-llb(2)" to read 
"subparagraph 8-llb(2) ". 
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Paqe 9-3, paragraph 9-4, POSITION REVIEWS. Change paragraph title to 
read "POSITION REVIEWS AND MANAGEMENT", insert a. in front of the 
paragraph after the paragraph title and add subparagraph 9-4b as 
follows : 

b. During position reviews organization restructuring options 
should be provided to reduce supervisory layering and promote sound 
structures. 

Paqe 9-3. After paragraph 9-5, add paragraphs 9-6 and 9-7 as follows: 

9-6. IMPLEMENTATION OF NEW STANDARDS. Series, title, and grade 
changes called for by the issuance of new USFK Pam 690-500 will be 
implemented within 180 days of receipt of the new pamphlet. 

9-7. ESTABLISHMENT OF DEVELOPMENTAL AND TRAINEE JOBS. Establishment 
of developmental and trainee jobs is authorized as "variantsN to the 
standardized job descriptions provided in USFK Pam 690-500. Such 
positions will use the appropriate job numbering codes. Such positions 
will clearly identify their developmental nature in the introductory 
paragraph which will also identify the target position and any 
intermediate level positions. 

Paqe 10-4, paraqraph 10-3, PROCEDURES. 
delete the second sentence. 

Paqe 10-4, paraqraph 10-3, PROCEDURES. 
through (9) and replace with 10-3f(2), 

In subparagraph 10-3f (1) (b) , 

Delete subparagraph 10-3f(2) 
( 3 ) ,  (4), ( 5 ) ,  and (6) as follows: 

(2) Employees who are age 60 or older may be reappointed IAW 
the provisions of chapter 2, paragraph 2-19. 

(3) If management decides not to reappoint the retiring 
employee, timely recruitment actions must be initiated to fill behind 
employees approaching mandatory retirement to facilitate selections 
before the scheduled retirement. When recruitment produces no eligible 
candidates, the organization should be assessed for potential trainees 
who could move into the position through job restructuring. Any SF 52-Bs 
to effect the retirement of employees and recruit replacements must be 
provided to the servicing CPO NLT 60 days before the end of the month the 
employee reaches age 60. 

(4) When an employee has accompanied an activity on a TOF 
involving payment of relocation allowance, reappointment is authorized, 
without prior approval, for the period of time that allows the employee 
to complete six months of service at the new location. Reappointment 
beyond the six-month period is subject to the requirements in chapter 
2, paragraph 2-19. 
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(5) The DOB to be used as the basis for determining the 
mandatory retirement age for KN employees is as follows: 

(a) For KN employees who have changed their DOB through the 
servicing CPO prior to 12 July 1985, the changed DOB will. be used to 
determine the employee's mandatory retirement date. Employees who 
changed their DOB prior to 12 July 1985 nullified the DOB used on their 
original appointment. 

(b) For KN employees who have changed their DOB through their 
servicing C P O  and/or the Korean legal system on or after 12 July 1985, 
the DOB used on the original appointment will be used regardless of 
when they were originally hired, i.e., before or after 12 July 1985. 
However, there were a few DOB changes approved by the OCPD after 12 
July 1985. These actions will be honored as approved and should be on 
file in the servicing CPO concerned. No future requests for DOB 
changes will be considered by OCPD.  

( 6 )  Employees aged 55 or over may request early retirement and 
receive payments based on involuntary separation. Such requests must 
be reviewed and approved at least one level above the employee's 
immediate supervisor. 

Page 12-5, paraqraph 12-7, FORMAL REPRIMANDS. In subparagraph 12-7f, 
first sentence, change the words "7 daysN to read "14 daysN. 

Paqe 13-8, paraqraph 13-6, APPEAL PROCEDURES. In subparagraph 13-6t, 
delete the second sentence and replace with the following: 

The employee is entitled to the full amount of total pay he would have 
received if the absence had not occurred. This includes overtime, 
holiday pay, night differential, and service credit for within grade 
increases, bonus computations, and severance payments just as if the 
employee had been present for duty. If the removal is modified to a 
suspension, the employee is entitled to no pay for the period of the 
suspension. Service credit for bonuses, within grade increases and 
severance payments, then depends on the period of the suspension. 

Paqe 14-6, paragraph 14-6, RATING PERFORMANCE ELEMENTS. In 
subparagraph 14-6e, first sentence, delete the words "30 day." 
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Paqe 16-6, paraqraph 16-8, LENGTH OF SERVICE AWARDS. In subparagraph 
16-8b, delete long term service cash awards chart and replace with the 
following chart: 

Years of Service Cash Award 

Won amount equivalent to $325 
Won amount equivalent to $420 
Won amount equivalent to $515 
Won amount equivalent to $610 
Won amount equivalent to $705 
Won amount equivalent to $800 
Won amount equivalent to $895 

Paqe 18-1, CHAPTER 18, EMPLOYEE SERVICE RECORD CARDS. Delete the 
entire chapter. 

Page B-1, APPENDIX B. Remove pages B-1 and B-2, and replace with pages 
B-1, B-2, and B-3. 

Paqe 1-1, APPENDIX I. Insert appendix I, page 1-1, 260 Day Work Year 
Chart, after appendix H. 

2. Post these changes per DA Pam 310-13. 

3. File this change in front of the publication. 

The proponent of this regulation is the Office of the Civilian 
Personnel Director. Users are invited to send comments and suggested 
improvements on DA Form 2028 (Recommended Changes to Publications and 
Blank Forms) to the Commander, USFK, ATTN: FKCP-SES, Unit #15237, APO 
AP 96205-0010. 

FOR THE COMMANDER: 

OFFICIAL: 
n 

RICHARD F. TIMMONS 
Lieutenant General, USA 
Chief of Staff 

MYRNA C. PHIFER 
Assistant Adjutant General 
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1-1. PURPOGE. The purpose of this regulation i s  t o  establish policies and 
procedures for  the uniform administration and ~~nagem=nt of Korean National 
(KN) q l o y e e s  of the United States Forces, Korea (USFK). It assigns 
responsibility for  inp?lemmt.ation of the policies and procedures. 

1-2. APPLICABILITY. This regulation applies t o  the following organizations 
with exceptions noted: 

a. A l l  Departmnt of Defense (IXID) ccmponents and agencies i n  Korea that 
q l o y  &&-hire KN civilians paid f r m  funds appropriated by the Congress of 
the  United States (U.S.) or  frcan funds generated by U.S. nonappropriated fund 
instrumentalities (NAFI). Includes the Korea Support M i v i t y  (KOSA) and 
Dragon Kill  M g e .  

b. USFK invited contractors except a s  mxlified by chapter 19. 

c. Except where cited, this regulation does nut specifically apply t o  the 
Korean Service Corps (KSC). This regulation w i l l  be used as  additional 
guidance by the proponent responsible for policies and procedures for  the KSC. 

d. This regulation does not cover i n d i v i d d  DOD makers or  act ivi t ies  
conducting business as private associations, who enploy individual KN employees 
and pay such q l o y e e s  fran private funds. Persons so emplayed are cc~rmonly 
called personal kire employees. 

e. This regulation does not contain information that affects the U n i t  
Manning system. 

1-3. -. RequFred and related publications axe l i s ted  in appendix 
A. 

1-4. MPLAMPPIm OF AB8REVIATIONS. Abbreviations used in this regulation 
are explained in the glossary. 

1-5. RESPONSIBILITIES. 

a. The USFK Joint Labor Affairs C d t t e e  (JLAC) serves as the d u r n  
through which the  military ccaponent ccBrmanders (Army, Air Force, and Navy) 
coordinate the d e v e l w t  of civi l ian personnel policies and plans. The USFK 
JLAC is  responsible for  inplementing those policies; coordinating the mat te rs  
t o  be negotiated w i t h  q l o y e e  unions; rec Jldirg ccanpensation schedules and 
conditions of emplayment; and otherwise coordinating the achninistration of a 
unif o m  personnel system within Korea. 



(1) The JLAI: has three voting merr33ersf one fran each military 
service. One associate (nonvoting) mmber from KOSA, and other associate 
mdxrs and advisors may be appointed to the JIX as deemed necessary by the 
cdttee. 

(2) The Civilian Personnel Dbector (CPD), USE'K, serves as 
chairperson. 

( 3 )  Normally, the meabrs representing the military services will be 
the CPD of the respective in-country service ccsnponent. 

(4) The JLAIJ will establish subcdttees and internal operating 
procedures as deerrred necessary by the cdttee. 

b. In-country c d e r s  of the military services, KOSA, and other 
associate menhers, will-- 

(1) Appoint a representative to serve on the JLAC. 

(2) Ensure that personnel under their jurisdictions are informed 
and uniformly cqly with the policies and procedures'contained in this 
regulation and/or developed by the JLAC. 

c. The COPrmander, USFK, will assign responsibility for providing 
administrative and logistical support to the JLAI:. 

d. C m e r s ,  managers, and supervisors at all levels will-- 

(1) Ensure the effective managemnt and utilization of qlqees 
under their jurisdiction. 

(2) Ensure training of supervisors and timekeepers in civilian time 
and attendance (T&A) responsibilities and reporting procedures and cqly 
with AR 37-105, DA Pam 37-2, and 7th AF Reg 177-2. 

e. The CPD, USFK, will monitor the application of the provisions of 
this regulation to ensure USFK-wi.de ccsnpliance. Informal coordination with 
concerned organizations listed in paragraph 1-2 is expected to resolve mst 
issues. Matters which cannot be resolved infodly will be brought to the 
JLAC for resolution. 

f . The USFK civilian personnel officers (CPOs ) /directors/managers will 
provide managemnt advice and central personnel administration services for 
qloyees and managers (including those of invited contractors) in assigned 
geographic and organizational areas of responsibility. 

g. Invited contractors will appoint a senior manager (normdlly a U.S. 
citizen) to acccmplish duties otherwise identified to be accqlished by the 
Civilian Personnel Officer. 



h. Contracting officers w i l l  ensure ccanpliance by invited contractors with 
the USFK personnel policies contained in this and other regulations. 

a. The KNs w i l l  be used as  extensively as  possible t o  reduce the need t o  
import civi l ian workers in to  Korea. 

b. Personnel managemnt practices w i l l  be applied uniformly t o  a l l  
elements of USE'K. 

c. The administration and errrplayment of KNs w i l l  conform with Korean laws 
and c u s t m  when practices are ccanpatible w i t h  basic mnagemnt needs and 
military requirements of USFK. 

d. Wage rates  and benefits for  KN employees w i l l  be established according 
t o  applicable DOD procedures. They are determined by locality wage surveys 
based on canpensation practices of reputable Korean £inns and Republic of Korea 
Gwernment (ROKG) agencies. 

e. The Republic of Korea (ROK) National Pension Plan went in t o  effect 
1 January 1988. It applies t o  workers emplayed by businesses enplaying 5 or  
mre employees and includes foreign organizations operating in Korea employing 
5 o r  more KNs. W i t h i n  USFK, the pension plan applies t o  full-time and 
part-time employees, ages 18 through 59, including employees of invited 
contractors and the  KSC. The plan excludes employees who are 60 years old or 
older, intennittent employees, and temporary full-time employees on 
appointments of 3 months or  less. 

f .  ~ l a y m e n t ,  development, and advancerent of KN employees w i l l  be based 
on m e r i t .  

(1) The offering or  acceptance of any gratuity by anyone concerning 
any employment m a t t e r  is prohibited. The acceptance o r  offering of any 
gratuity, o r  the involvement of current employees in such act ivi t ies ,  w i l l  be 
grounds for remwal. 

( 2 )  There w i l l  be no discrimination in enploynent of KNs because of 
race, age, sex, marital status, religion, o r  physical handicap, i f  that 
handicap does not incapacitate a candidate for  the duties of the position 
sought. These nondiscrimination policies do not restrict or impede specific 
provisions contained elsewhere in t h i s  regulation regarding basic employment 
conditions. 

g. The KN intern positions. A formally designated KN intern position m u s t  
m e e t  all the follawing conditions: 

(1) Is developed t o  meet the ccanponent's needs and requirements fo r  
the developmnt of skilled professional personnel. 



( 2 )  Is designated as an intern position in a tm-grade interval 
series w i t h  an offer of career progression to the journeyman level. 

( 3 )  Is announced to qluyees and supervisors, and standard 
selection procedures are used. 

(4) Is fully inplemented with a formal (written) training plan for 
each level of progression. 

h. Persons normally m y  not be enplayed in mre than one £dl-tk 
position at any one time. BOs m y  grant exceptions when warranted. 



2-1. QNEZW,. This chapter establishes policy and procedures for prmtion 
and inservice placement actions and explains h w  qualified KN employees are 
assigned or prmted to vacant positions based on merit. Merit is determined 
by performance, experience, education, and emplayment record. 

a. CcBrmanders of USFK, major and separate major c m ,  and assigned 
units will-- 

(1) Implement this chapter in their area of responsibility. 

(2)  Inform ccmtnanders, selecting officials, and employees of the 
provisions of this ' chapter. 

b . COBrmanders , selecting off icials , and supervisors will-- 
(1) Forecast personnel needs and initiate action to ensure timely 

quality placement. 

(2 )  Consider all candidates referred and give reasons for selection. 
Reasons for selection rmst relate to knmledge, skill, and abilities (KSAs) of 
the candidate selected. The reason for nonselection must be given when 
deviating frm the order of priority referral. 

( 3 )  Post vacancy announc-ts on activity bulletin boards and bring 
to the attention of subordinate personnel. 

(4) Release employees selected for prcmtion or reassignment. 

(1) Check bulletin boards and vacancy announcements and apply for 
vacancies for which they feel qualified. 

( 2 )  Ensure their official personnel records contain proof of pertinent 
education, training, and experience acqwked. Rtployees will report changes or 
additions to the servicing CPO. 

( 3 )  Inform the CPO when no longer interested in jobs for which they 
have applied. 

d. The CPO will-- 

(1) Provide technical guidance and staff assistance to cananders, 
supervisors, and e.nployees, on the merit system. 



(2) Assist ccannar~ders, operating officials, and supervisors in-- 

(a) Planning early recruitment to fill anticipated vacancies. 

(b) Using space authorizations effectively. 

(3)  Consider qualified and available candidates equally for vacant 
positions. 

( 4 )  Evaluate system effectiveness periodically to ensure that the 
merit prcanotion system is being fully implmmted and identify areas that 
need changes in policy or procedures. 

(5) Conduct periodic internal audits of pramtion and placement 
actions to ensure cqliance with this chapter. 

2-3. DEFINITI-. This chapter uses the follming definitions: 

a. Applicant - a person who has applied for consideration for a job 
with USE'K. An applicant may be a current appropriated fund (APF) or 
nonappropriated fund (W) employee of USEK or a person not currently 
esnployed as a USFK APF or NAF esnployee. 

b. Area of considerati- - the area in which the agency makes an 
intensive search for eligible candidates in a specific pramtion action. The 
minirmm area is the area designated by the pramtion plan in which the agency 
should expect to locate sufficient high quality candidates to fill vacancies 
for positions covered by the plan. 

c. Break in service - when an erployee is separated and no longer 
employed by the USE'K. A separation of =re than three calendar days is 
considered a break in service. 

d. Candidate - an applicant who meets all established qualification 
requirements, bona fide selective placement factors (if any), and priority 
group eligibility requirements. 

e. Chanqe t o  lower qrade (CLGI (also called demotion) - a personnel 
action that m e s  an enployee to a 1- graded position. This includes 
mwement to a position in a different pay plan with a laver representative 
rate. 

f. Camutinq area - the local geographic area that usually includes 
any population center (or two or more neighboring ones) and the surrounding 
localities. This is the area in which people live and can be expected to 
travel back and forth daily to their usual place of employment. 

g. Cametitive area (CAL - the organizational unit and geographical 
boundaries that employees ccanpete in a RIF. 



h. Continuing m i t i o n  - a position expected to continue at least 
90 days. A continuing position m y  be pement or temporary with any type of 
work schedule (e.g., full-time, part-time, or intermittent) in either the APF 
or NAF work force. 

i. m s  - calendar days. 

j. Prancrtion - the change of an employee to a position at a higher 
grade level. A prmtion m y  be in the sam job classification system and pay 
schedule, or in a different job classification system and different pay 
schedule. 

a. Relatives as used in this paragraph include: aunt, brother, 
brother-in-law, daughter, daughter-in-law, father, father-in-law, first cousin, 
grandchild, grandparent, half brother, half sister, husband, mother, 
mother-in-law, nephew, niece, sister, sister-in-law, son, son-in-law, 
stepbrother, stepdaughter, stepfather, stepther, stepsister, stepson, uncle, 
and wife. 

b. A public official is anyone who by law, rule, regulation, or 
delegation, has appointment or prmtion authority, or authority to recmnd 
qloyees for appointment or prcanotion. Any supervisor at any grade level, who 
has authority to appoint or pramote, or to reconmend the appointrent or 
promtion of employees, is a public official. 

c. A public off icia?. m y  not recamnend verbally or in writing, a 
relative's appointment, errp?loyment, prcanotion, or achncement, anywhere in the 
official's am organization. This also applies to the organization aver which 
the official exercises jurisdiction or control. This prohibition includes-- 

(1) Referral for consideration. Any action that reveals an interest 
in helping a person ' s consideration for appointmnt , employment, pramtion, or 
advancement. This includes referring a relative for consideration to a 
subordinate employee, letters of introduction, and transmittal of applications. 

(2) A personnel or placerrent officer who has authority to appoint or 
promote, or to recamend the appointrent or pramtion of employees, is a public 
official. They are prohibited fram selecting, advocating, or recamending 
relatives for positions. 

d. Relatives will not be assigned to the same office or organizational 
element. (See subpara 2-4e for an exception to this rule.) 

(1) Relatives will not be employed in the same organization, 
including, if applicable, subordinate divisions or branches, when all employees 
in the organization are located in the same general area; for example, in one 
building. The follcrwing examples may be used in determining when employment of 
relatives is not appropriate-- 



(a) In the same directorate or office including their subordinate 
divisions or branches; e.g., Assistant Chief of Staff (XofS), Resource 
Management (RM) , USFK and Eighth United States Army (EUSA) ; Osan Civilian 
Personnel Flight (CPF). 

(b) In the same club or dining facility. 

(2) Supervisors or employees may not select or advocate selection of 
any relative for any position, whether supervised or not. 

e. l&pluyees are responsible for identifying their relatives q l q e d  by 
USFK. When the assigrmrent of an eaployee will violate restrictions on 
en-pluyment of relatives (see subpara 2-4d), the servicing 80 will try to offer 
an alternate placamt, when possible. An eaployee's assigrmrent right under 
RIF, takes precedence aver restrictions on eaplqmmt of relatives and personal 
favoritism. 

(1) When a supervisor marries a subordinate, the appointing authority 
mst prescribe procedures to ensure praper personnel actions. In this case, an 
involuntary reassignment may be appropriate. Each case is to be evaluated 
separately, taking into account the specific circums-es involved. An 
appropriate action is for management to give one of the parties the opportunity 
to decide to leave. If the parties involved do not make a decision on which 
will leave, mnagemnt will take action. Berth esrployees will be screened 
against all vacancies w i t h i n  the CPO serviced area and given an involuntary 
reassignmnt. In v iew of the sensitivity and possible legal hplications in 
addressing this situation or potential nepotism situation, the 80, Labor 
Relations Division, should be involved imtrediately. 

(2) When relatives are reassigned in the same office or organizational 
el-t by lUF procedures, the 80 will offer alternative placement by 
screening vacancies within the 80 serviced area. The qlayee who was placed 
into the organization element by RIF will be reassigned to the first available 
position for which they meet qudif ications as specified by USFK Reg 690-118. 
The 80, Labor Relations Division, should be involved when this situation 
exists. 

a. Supervisors will suhit an SF 52-B (Request for Personnel Action) 
through appropriate channels to their servicing 80 when they knuw a position 
is to be filled. Once the supervisor has suhnitted the SF 52-B, the servicing 
CPO will prepare and distrhte placement and pramational opportunity 
announcements. Supervisors will encourage qlayees to apply under vacancy 
announcements. 

b. The 80 will-- 

(1) Widely publicize infomation on vacant positions subject to the 
merit pramtion and placement procedures. 



( 2 )  Obtain qualified candidates. Jobs requiring proficiency in 
English w i l l  be advertised i n  English. Jobs which do not require English, or  
only a very lw level of English written ccanprehension, w i l l  be advertised in 
both English and Hangul. 

(3 )  Ensure potential errp?loyees in the area of consideration knw about 
the vacancy. 

( 4 )  Establish a standard distribution list fo r  each area of 
consideration. 

( 5 )  Publish positions in vacancy rosters or nunbered announcements 
identified by the words "Merit Pramtion and Placement Announcerent." Nmhr 
announcements consecutively by f i sca l  year (EY), preceded by a symbol t o  
identify the CPO and the program. The Recruitment and Placement Branch of the 
servicing CPO w i l l  maintain a central announcement register and the record copy 
of published announcements. A s  a minbmm, an announcement w i l l  contain the 
f ollawing : 

(a)  Title,  pay plan, series, grade, salary/salaq range, organization, 
and location of the position. 

(b) A surrmary of major duties t o  be performed. 

(c) Surr~nary of minirrarm qualifications required for  the position. 

(d) A l i s t ing  of the KSAs t o  be used as  selective factors. The 
position description w i l l  be used t o  determine KSAs. 

(e )  Opening and closing dates. Announcements w i l l  be distributed 
before the opening date and remain open for  a t  least  7 days. 

( f )  Who may apply and the area of consideration (geographic or  
organizational) f r m  which applications w i l l  be accepted. The rnbimm area of 
consideration for  KGS-12 positions and above is ccanponent-wide. If  there are 
sufficient el igible  candidates available w i t h i n  the ccanponent service for  
KGS-11 positions and belw, a USFK-wide announcment w i l l  not be mde. The 
labor market condition controls when an announcemat is open t o  applicants 
outside the current work force. Positions announced Korea-wide must remain 
open a minimum of 21 days. 

(9) A statement regarding entitlement t o  preferential consideration 
based on established priori ty groups. Plat-t preference is applied using 
priority groups in descending order, priority 1 (highest) t o  priority 9 
( lmst ) . 

(h) Information on h w  and where t o  apply. 



(i) The statement "It is the policy of USFK to employ based on 
qualifications and =it. No qloyee may request, offer, or accept gratuity, 
in exchange for enployment or pramtion w i t h i n  USFK, nor may they interfere 
with applicants exercising their rights to apply for consideration. Any 
employee guilty of practices is subject to ramVal fran USFK employmnt. 
Anyone aware of ads contrary to this policy is urged to imrediately contact 
the servicing CPO or HQ USFK, OCPD, ATI'N: FKCP-SES, Unit #15237, APO AP 
96205-0010, carwrcial telephone: 7914-4106 or military telephone: 724-4106." 

( j )  Selective placement factors. Include tours of duty, work 
conditions, and travel. 

(6 ) Normally not accept applications after the closing date of an 
announcement unless late receipt of the application is caused by reasons for 
which the applicant is not responsible. 

2-6. POSITIWS -/wrTHDR?WN. If a position is cancelled or withdrawn 
after notification of a mandatory placement or placertent offer, the CPO will 
return the SF 52-B through RM officials to the originating activity. If the 
request appears questionable or managanent fails to provide a justification, 
the CPO will forward the action to CPD, USFK, ATI'N: FKCP-SES, Unit #15237, APO 
AP 96205-0010, for review. KOSA will set up a similar policy. The RM will 
abolish and delete the authorization (but not the requirement) for the position 
fran the appropriate service m a n p e r  dcamnt. Authorization and recruitment 
for the position will be prohibited for one year fran the effective date of 
abolishment. 

2-7. CCSPEZITIVE ACTIONS. Ccanpetitive placemnt procedures apply to the 
follming placement actions: 

a. Promotion of an employee to a higher grade than that currently held. 
Pramtions will be processed ccarp?etitively, except as noted in paragraph 2-8 
and chapter 3, subparagraph 3-5b(l). 

b. Movement fram a nonsupervisory position to a supervisory position or to 
a position that offers k n m  pramtion potential beyond the employee's current 
grade. 

c. Temporary promotion or detail of an employee to a higher grade position 
for mre than 120 days. The employee will have spent mre than 120 days during 
the preceding year in higher grade positions or positions with knmn promotion 
potential beyond the employee's current grade. 

d. To refer or place any person frcnn outside the current USFK KN APF and 
NAF work force. This includes reemployment of former USFK APF and NAF 
exployees . 
2-8. -1TIVE ACIIClNS. The follming placement actions do not require 
ccanpetitive procedures: 



a. Position changes to avoid adverse actions under RIF, TOF, or 
discontinuance of activities. These placerrent provisions have priority over 
provisions in this regulation for positions at the same or laver grade of 
surplus employees to be placed. This provision does not include assignments to 
positions of higher grade or to positions with knm pramtion potential. 
Placemnts of employees affected by RIF will be in priority group order. 

b. Repromtion of an employee frm a previously held grade or a RIF action 
that resulted in a dcrwngrade. 

c. Involuntary managaent initiated actions (reassignment) when the 
actions are considered in the best interests of the goverrrment and will not 
violate other provisions of this regulation. An example of this type of action 
would be to help in pre-RIF placement efforts. 

(1) Notice period. Bnplayees affected by an involuntary management 
dFrected action will normally be informed, in writing, the reason for the 
action 30 days before the effective date (exclusive of the date of receipt by 
the employee and the effective date). A notice of less than 30 days is 
acceptable in an emergency, provided the pay of the enployee is not affected 
for at least 30 days. 

(2  ) Involuntary managant dFrected reassignments m y  be to positions 
in the same or a different area: serviced, competitive, or cammting, as long 
as the employee is not involuntarily reduced in grade. The action must not 
violate the employee's assigmmt right under RIF procedures. 

( 3 )  If the employee does not concur with the proposed involuntary 
management directed reassignment, see chapter 10. 

d. N o d  progression of an employee £ran an established trainee position 
to a higher grade or the full performance level of a nonsupervisory position 
when canpetition was held at the t b  of initial placement. Pramtions under 
this rule must have supervisory apprwal and CPO concurrence. When f o d  
on-the-job or other training is required as part of the development program, 
the employee developmnt officer/specialist must certify that all training 
reguirements have been ccanpleted. 

e. Pramtion of an incumbent when the job is upgraded because of a change 
in position classification standards or the correction of a classification 
error. 

f. Promotion resulting from reclassification to a higher grade of 
incumbered position because of the addition of duties and responsibilities if-- 

(1) The employee continues to do the same basic functions present in 
the former position and the duties of the former position are included in the 
new position. 



(2) The addition of the duties and responsibilities does not adversely 
affect other inclrmbered positions (e.g., abolishing the position, reducing the 
knuwn potential of another position). 

(3)  The employee meets Wification requiremnts for the reclassified 
position. When the selecting official supervises other employees who are doing 
duties about the same before addition of the new duties, he/she will write a 
statemmt that these emplayees were considered for the higher graded duties. 
The statement will be attached to the SF 52-B. This requires no vacancy 
announcemnt . 

g. Teqorary pramtions and details to higher graded positions of less 
than 120 days within any consecutive 12 month period. The 12 mnth period 
begins with the effective date of the temporary prmtion or detail. 

h. Reassignent to the same or 1- salary or wage group position based 
on mtual agree[~l~?nt betxmen managemnt and the employee. The follawing 
procedures will be f o l l d  in requesting nonccmpetitive reassignent or CLG. 

( 1) Ehployees may request reassignment or CLG. There is no guarantee 
of m e m n t  to a new position. Tkis a voluntary request to be considered for 
nonccmpetitive selection by supervisors having vacant positions. The request 
should be suhitted in writing through the esnplayee's supervisor to the CPO 
w i t h  the vacant position( s) . The request rmst state the position title, 
series, and grade (if Q;G) and the reason(s) for the request. 

(2) An esnployee initiated voluntary reassignmnt or CIG is not 
permitted if-- 

(a) The vacant position is needed to satisfy an action described in 
subparagraph 2-8a through 2-&. 

(b) The employee has not served six months in their current position. 

(c) The action would take the exrployee frcan a nonsupervisory to a 
supervisory position. 

(d) The vacant position would offer mre hum prmtional opportunity 
than the position £ram which reassigned or changed. 

( 3 )  An qloyee initiated voluntary reassignment or CIG may be made 
if -- 

(a) The action is considered in the best interest of the government. 

(b) The change would preclude extrm hardship to the qloyee. 



(c) The position the employee voluntarily vacates will satisfy or 
improve the placement opportunity of an employee scheduled for separation due 
to FUF. 

( 4 )  Release of selected employees will be negotiated in the same 
manner as for employees selected for pramtion. 

i. Employees m y  be converted from part-tb to full-time if the original 
vacancy announcent states: "Applicants applying under this vacancy 
announcement m y  be converted from part-time to full-time without further 
competition." 

j. Employees m y  be converted £ram temporary to permanent if the original 
vacancy announcewnt states: "Applicants applying under this vacancy 
announcement m y  be converted fram temporary to permanent without further 
campetition. " 

2-9. APPLICANT SUPPLY FILE. 

a. Applications will only be accepted for those positions for which an 
announcement has been issued. Upon receipt of an application, it will be 
reviewed and date stamped. If all the required d0~~11~3ntation is not available 
when the application is submitted, the application will not be accepted. No 
consideration will be granted for that specific position, unless the 
application is resuhitted with the required documentation before the closing 
date. 

b. Open continuous announcements enable CPOs to maintain applicant supply 
files for jobs with high turnover, professional and technical jobs, and jobs in 
scarce-skill categories. Applications accepted for an open continuous 
announcement will be given consideration for vacancies up to the final closing 
date, as specified on each vacancy announcement. An applicant will r d  
active and be referred until selected, no longer interested in qloymnt, 
employed with another installation, declines a job offer for an area or work 
schedule for which they shad availability, or did not reply to any written 
correspondence. The waiting time to receive actual placement consideration m y  
vary depending on the frequency of the vacancy and the number of applicants who 
apply 

c. Special announcements denote an actual vacancy. Under special 
announcements, an applicant will receive consideration only once for that 
particular vacancy. The applicant must reapply for any future identical 
positions. 

d. The applicant supply file for open continuous announcemnts will be 
purged at the end of each FY. Open continuous announcements will close at the 
end of each FY. CPOs should send renewal reminders to applicants at least 60 
days before the expiration of the one year to preclude unnecessary destruction 
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and resuhnission of applications. Special announcements will be purged within 
three weeks of the closing date. For reference purposes in maintaining and 
purging the applicant supply file, BOs m y  use USFK Form 139 (Registration 
Card) or USFK Form 154 (Request for Transfer), as appropriate. 

e. Applicants may be solicited by various publicity m3dia and through 
personal contact with the ROKG and other agencies considered as reputable 
sources of applicants (e.g., colleges, universities, and high schools). Use of 
comnercial placement agencies that charge fees for their services are 
prohibited. 

f. When announcements are open for receipt of applications, the names of 
qualified applicants will be entered on the appropriate roster for each series 
and grade in priority group order. Qualified and available applicants are 
considered in priority order. 

g. The standard application forms are USFK Form 130EK (Application for 
Brployment) and USFK Form 130-lEK (Application for Ei@oymnt-Continuation 
Sheet ) . 
2-10. EVAZI;UATING CANDIIIATES. Eligible candidates are those who meet 
applicable minimum standards and selective placement factors (includes English 
language and technical qualifications) prescribed in USFK Reg 690-118. 

a. Best qualified candidates are qualified candidates who rank at the top 
when selective factors are applied to categorize candidates as best qualified 
versus qualif ied. 

b. Selective factors are KSAs essential for satisfactory performance of 
the job and are in addition to the basic qualification standard. 

(1) When selective factors are applied in candidate evaluation, 
supervisors and/or subject matter experts and CPO specialists will analyze 
positions to be filled to decide selective factors. Results will be documented 
in the recruitment/placement files. 

(2) Exceptions to evaluation by selective factors (ranking) are 
authorized when there are fewer than 10 qualified candidates. 

2-11. SUI'IIABILITY AND QUALIFICATI(BIS. 

a. Wloyment age. Minirraun employrm~t age is 18. Maxhnn -1-t age 
is 59, except initial hire into fire fighter and guard positions. Maxumm age 
for fire fighter and guard positions is 35. (Chapter 10 prescribes policy for 
retirement and reemployment beyond age 60.) 

b. All applicants for employment must present their ROK identification 
card. 



c. Inquiries to decide suitability for employment will normally be mde to 
~OLTEC supervisors, employers or schools listed in applications, unless 
determined unnecessary by the 80. 

d. All applicants must have evidence of meeting positive education or 
experience requirements (college transcripts or certificates of employment from 
private finns). 

e. Male applicants must present status of military service. 

f. Employees separated for cause (misconduct or performance) are not 
barred frm future employment. CPOs are responsible for obtaining the 
separation notification of personnel action frcan all applicants who have prior 
USE'K (and USFK invited contractor) work experience. Information will be 
provided to management with the referral so a suitability decision can be d e .  

(1) An employee rermved frm a sensitive position that required above 
n o d  standards of performance and conduct, m y  be reemployed, with management 
concurrence, in a job without such requirements. Sensitivity require~nents will 
be annotated on SF 52-B's. 

( 2 )  In cases of KOSA, exchange fidelity insurance policy precludes 
rehire of employees separated for any dishonest or fraudulent acts, unless 
insurance waiver is granted through channels for continued insurance bond 
coverage. 

g. Employment with USFK must be verified by the servicing CFO, to include 
contacting the former servicing CPO to obtain qloyment documents if 
necessary. 

h. USE'K Reg 690-118 qualification standards address positive education or 
experience requirements and tests and physical standards which applicants mst 
pass or met. 

2-12. PRIORITY atouPs. 

a. PRIORITY GRUJP 1. MANaATOW PLRCEMENT-WITHIN. Permanent APF and 
NAF employees (other than intermittent or flexible NAF) identified for RLF 
separation in the C W  serviced area (Air Force comptitive area) will receive 
mandatory noncompetitive placement to vacant continuing positions 
for which qualified. The employee receives consideration for positions at same 
grade and lmer grades. Consideration for lower grades is limited to no more 
than three levels (if Korean Wage Board ( K W B ) )  or three grades or three 
grade-intervals (if Korean General Schedule (KGS)) below the position from 
which released. Candidates in priority 1 block consideration and placement of 
candidates in all lwer priority groups (groups 2 through 9). When two or more 
priority group 1 candidates are available for a position, placement will be 
effected in order of retention standing (highest to lmest) within the group. 
A referral and selection register/list is not issued. Any exceptions to the 



retention standing order will be approved by the CPD, USFK, and Air Force and 
KOSA CPOs. Eligibility will stop upon the acceptance of any placement offer 
(priority group offer or RIF offer), or declination of a position. 

b. PRIORITY- 2. r4zwmmE PLwEama c!cNsIDERA!rI(]N-av!mR. 
Candidates in priority group 2 block placement of candidates in lmer priority 
groups (groups 3 through 9). Permanent APF and NAF employees (other than 
intermittent) identified for FUF separation by other USFK BOs and KSC 
employees will receive mandatory nonccarpetitive consideration/placement to 
vacant continuing positions. Employee receives consideration for 
positions at the same grade and 1mer grades. Consideration for 1- grades 
is limited to no mre than three levels (if KWB) or three grades or three grade 
intervals (if KG!) belwthe position froanwhich released. A referral and 
selection registerllist is not issued except under conditions in subparagraph 
2-12b(2)(a). 

( 1) When there is only one priority group 2 candidate, the 80 w i t h  
the recruitment actionlvacancy will notify mnagerrrent. The candidate's 
servicing CPO will extend the placement offer and process the mandatory 
placement. 

(2) When two or mre priority group 2 candidates are matched for a 
vacancy, the CPO will contact the serviced organization w i t h  the vacancy. 

(a) The serviced supervisor can request the servicing CPO to either 
process the mdatory placement of the candidate w i t h  highest retention 
standing or issue a list. The list will identify all matched candidates in 
retention standing order. 

(b) When a list of candidates is issued, the selecting official is 
obligated to fill the vacancy fran the mandatory candidates. Expeditious 
selection is necessary to ensure IMxirnrm placement opportunities for employees 
facing FUF separation. If possible, the selecting official will be allwed at 
least 5 days (after the date of receipt of the list) to notify the servicing 
CPO of preference of selection. The selecting official will rank/identi£y all 
candidates in order of selection preference (in case the first choice declines 
the placement). The selecting official may review official personnel folders 
(OPFs), contact the current supervisors and interview the affected aployee if 
desired. When time milestones are not as critical, a longer suspense period 
(not to exceed 10 days) may be approved by the 80 issuing the referral list. 

C. PRIORITY QE(UP 3. rmmmmr RES~ORATI~/-MILIPSRY D V ~ Y  
AND SEPARATED W TO DISABfLITY FIMM --RELATED INJURY 
OR O C C U P A T I ~  DISEASE. 

( 1 ) MILITARY DUlY. Forrtler v e n t  APF and NAF enployees drafted 
into the ROK Anned Forces, (nature(s) of action (NQA), "termination military"), 
will receive mandatory nonccanpetitive placerrrent ( reeqloyment ) following 
honorable discharge £ran the ROK Armed Forces. A priority group 3 candidate 
may became a priority group 1 or 2 candidate under conditions described belaw. 



Candidates in priority group 3 block placement of candidates in 1- priority 
groups (groups 4 through 9 ) .  A formr  employee who was properly separated 
under NaA, termination-military, is entit led t o  reemplayrrrent a t  the grade and 
step held a t  the time of termination. They are also entit led t o  saved pay i f  
reemployed a t  a lower grade. 

(a) Eligibi l i ty  requiremnts. The f o m  empluyee must have received 
an honorable discharge fram the ROK Arrred Forces. They m u s t  apply for  
restoration t o  the former servicing 80 w i t h i n  60 days f r m  the date of 
separation f r m  military service. They did not voluntarily extend m i l i t a q  
service beyond the required period (normally 30 t o  36 months fran the date of 
induction). When a former employee declines a position offer a t  the former 
grade level or a RIF placement offer, reeqlayrrrent rights w i l l  be forfeited. 

(b)  Extent of placemmt. When no vacancy exists or  develops in the 
former ccanpetitive area for  which the f0nns.r q l o y e e  is qualified w i t h i n  15 
days a f t e r  the date of application, the former eqloyee w i l l  be placed on the 
r o l l s  in a leave without pay (LWOP) status. The LWOP status w i l l  be a t  the 
grade and step held a t  the time of separation. RIF procedures (chapter 4 )  w i l l  
be applied M a t e l y  t o  decide placemnt rights. 

(c) When RIF procedures do not produce a RIF placement offer, the 
servicing CW w i l l  f ac i l i t a t e  placerrrent in the CPO serviced area by identifying 
the  employee as  a priority group 1 candidate. Additionally, the employee w i l l  
be advised of e l ig ib i l i ty  t o  register a s  a priority group 2 candidate. 

(2)  EMPZXrYEESSEPARATEDIKlETODISABILMIYFEEOMACQMPENSABZE 
WORK-RELIVED INJURY. Former USEK APF or  NAF employees separated due t o  
disabi l i ty  resulting f r m  a carpensable work-related injury or occupational 
disease. Employees who were involuntarily separated because of job related 
i n  jury or  occupational disease (for  which they have received c q n s a t i o n  f ram 
Office of Workers Cayensation Program ( W P )  are entit led t o  mandatory 
restoration t o  the i r  forrner positions or equivalent ones. The employee must 
fu l ly  qualify for  the position t o  which restored, including physical standards. 

( a )  The el igible  individual mus t  be restored as  soon as  possible, but 
in no event, later than 90 days a f t e r  medical certification by an Army Medical 
Office tha t  the individual may return t o  duty. The employee w i l l  be restored 
t o  t h e i r  former position or  an @valent position. 

(b) When no vacancy exists or  develops in the former ccanpetitive area 
fo r  which the former employee is qualified w i t h i n  90 days a f t e r  the date of 
application, the fo-r employee w i l l  be placed in an overhire position. RIF 
procedures (chapter 4 )  w i l l  be applied imnediately t o  decide placement rights. 

( c )  When RIF procedures do not produce a RIF placement offer, the 
servicing CFO w i l l  f ac i l i t a t e  placercrent in the CPO serviced area by identifying 
the erployee as  a priority group 1 candidate. Additionally, the employee w i l l  
be advised of e l ig ib i l i ty  t o  register as  a priority group 2 candidate. 



d. PRIORITY QMUP 4. PRIORITY CCNSIDERATICN. Repramtion eligibles 
in the service area. Candidates in priority group 4 will not be considered if 
there are available candidates for the vacant position frcan priority groups 1 
through 3. 

(1) Current WF and NAF employees in the CPO serviced area or 
cosopetitive area for A i r  Force employees who were-- 

(a) Change to laver grade without personal cause (not at qloyees 
request) through a RIF action or position reclassification. They will receive 
priority consideration for repramtion to vacant continuing 
positions in the CPO serviced area or ccamolting area for Air Force employees. 
Enployee will receive priority consideration for grades up to and including the 
grade level fran which duwngraded for 18 mnths fran the CLG effective date. 

(b) Changed frcan permanent full-time to part-time through a RIF 
action. They will receive priority consideration for vacant permanent 
full-time positions in the CPO serviced area or cclmpetitive area for Air Force 
employees for 18 mnths £ran the effective date of change £ran full-time to 
part-time. 

(2) Eligibility. CPOs will advise serviced employees who are eligible 
for repramtion or placement into full-time positions of the policy and 
procedures governing this priority, and will maintain a register of serviced 
eligibles. The eligibility requiremats of this priority are as follms: 

(a) A repramtion candidate and in a saved pay status. When an 
employee declines an offer of repramtion to a permanent position in the CPO 
serviced area, he will no longer receive repramtion consideration. This 
includes any grade up to and including the equivalent of their former grade. 
The employees' saved pay will be stopped. An employee can decline a 
reprmtion offer to a tonporary position. If a reprmtion candidate accepts 
a tanporary repramtion offer, the employee remains registered for repramtion 
consideration for permanent positions for the remaining period of eligibility. 
Total period of eligibility will not exceed 18 months. 

(b) Part-time to full-time candidates. When an q l o y e e  declines an 
offer of change frcan part-time to perz~nent full-time, the employee will no 
longer receive this consideration. An qloyee can decline an offer to a 
tonporary full-tk position. If the candidate accepts a tqrary offer, the 
employee r-s registered for part-time to full-time consideration for 
permanent positions for the remaining period of eligibility. Total period of 
eligibility will not exceed 18 mnths. 

(3) Extent of placmnt. All recruitment actions received in the CPO 
during the candidate's period of repramtion eligibility will be reviewed for 
application of repramtion consideration. 



( 4 )  Method of referral. Candidates in priority group 4 will be 
referred on referral and selection registers in retention standing order. 
Selecting officials m y  visit the CPO to review each candidate's OPF, contact 
former supervisors and employers, and conduct interviews with the candidates, 
if desired. 

( 5 )  To deviate frcan retention standing order or nonselection of 
priority 4 candidates, rrranagement must sutanit a mitten request for waiver to 
the CPO. The waiver request must provide adequate written justification. The 
CPO will only approve a waiver based on reasonable job-related factors. 

e. PRIORITY GRWP 5.  -/MERIT. Current APF and NAl? employees, 
both permanent and temporary, in the advertised area of consideration. The 
servicing CEO, in coordination with managemnt officials, will decide the area 
of consideration and the availability of qualified qloyees. Referral and 
selection registers will be ret'urned to the CW M a t e l y  after selection 
decisions have been made. CPOs will put a suspense date on all referrals. 

(1) CPOs will continue to review availability of candidates in 
priority groups 1 through 4 through the date a referral and selection register 
is issued frm priority group 5. 

(2 )  Candidates in priority group 5 will not be referred if candidates 
are available in priority groups 1 through 3. Additionally, if priority group 
4 candidates are available, a waiver must be approved by the USFK CPD, Air 
Force CPF, or KOSA CPOs, before candidates frat priority group 5 are referred. 

(3) When a candidate is available in a higher priority group, 
justification must be provided and approved by the CPO before a position offer 
is extended for selection of a candidate in a lawer priority group. Requests 
will be approved based on reasonable, job-related factors. Certain conditions 
permit a sinniltaneous referral. The objective of sirrailtaneous referral is to 
refer a reasonable nunher of candidates to the selecting official. When there 
are less than 3 qualified and available candidates in priority group 5 being 
referred, the C W  m y  simultaneously refer up to 10 candidates in the next 
lcwer priority group. If the next luwer priority group also fails to provide 
at least 3 qualified and available candidates, the CPO m y  simultaneously refer 
up to 10 additional candidates in the next lcrwer priority group. 

(4) Ties will be broken by the date of application. 

f. PRIOFUTY GRWP 6. (AREA PRIORITY LIST (ARPL)). All 
registrants on the ARPL receive equal consideration for reemplayment to vacant 
USFK positions. Each CPO is required to establish and d t a i n  an ARPL. When 
a qualified ARPL registrant is available for reemployment, manag-nt officials 
may not fill a vacant position with any persons from a lower priority group 
except as noted in subparagraph 2-12f(6). USFK Form 138 (Area Reenplayment 
Priority Card) is the form used for ARPL registration. Registration should be 
accqlished at the time of separation. Individuals must notify the CPO of 



availability for the ARPL within 30 days after the separation effective date. 
ARPL registrants will be informed at the time of registration that they are 
responsible for keeping the 80 advised of any change in registration 
information (e.g., change of address). Registration declinations will be 
dccumnted by the servicing CPO. Registrants will be listed on the ARPL by 
title, series, grade, and in retention standing order. 

(1) The ARPL will provide reaplayment consideration for f o m  USFK 
empluyees who meet the following criteria: 

(a) Former permanent APF or NAF employees who received a specific 
notice of separation by RIF. The £0- esnployee separated by RIF mst HAVE 
NOT declined an offer that satisfies an assignment right. An assignment right 
is to a position at the sarrre grade, or w i t h  a representative rate at least as 
high as the representative rate of the position frcan which separated. Former 
enployees may register or decline registration for the ARPL of the 80 that 
processes their separation. Fonner empluyees separated by another reason 
before the RIF separation takes effect (such as resignation) forfeit AWL 
eligibility. 

(b) Former USFK APF or NAF tenure group (TG) 3 enployees when the 
appointmnt preceding termination was the direct result of change in TG status 
placement. Enployee declined to relocate to a new c~mnrting area and 
termination frcan the tenporary appointmnt was due solely to expiration of the 
appoin-t (i.e., no fault of the employee). 

(c) Former employees of USFK invited contractors. The BOs will 
ensure that former invited contractor employees meet the qudlification 
requirement for the former contract position. The classification of the former 
contract position mst be in line with USFK classification guidelines. Invited 
contractors are responsible for notifying their separated employees of their 
eligibility to register on the ARPL and for accepting registration of USFK 
employees who have been separated. Former invited contractor emplayees may 
register or decline registration, on the ARPL of the 80 geographically closest 
to the former duty station. 

(2) Period of eligibility. The maximum period of eligibility is 18 
mnths. The 18 mnths begin on the effective date of the separation action and 
expires 18 months after the separation date. 

(3) Suspension of eligibility. The 80 will suspend consideration for 
all jobs (permnent and taporary) for any individual they cannot contact. 
Suhission of a new USFK Form 138 can reinstate consideration, but the period 
of eligibility is not extended beyond the original time of 18 months. 

(4) LQSS of eligibility. An individual can lose ARPL consideration 
before the period of eligibility expires based on the follming: 



(a) Declines an offer of reeqlayment at a grade level equivalent to 
that frm which separated. Candidates declining offers of reemplayment into 
permanent positions helm the grade held before separation forfeit eligibility 
for future consideration for positions w i t h  a representative rate at and hdcw 
the grade of the position declined. Eligibility is retained for higher grade 
positions up to (but m y  not exceed) the last grade held. 

(b) Fails to respond to a written inquiry of availability within 14 
calendar days after dispatch by registered mail. If there are extenuating 
circumstances, employees dropped for this reason m y  be restored to the ARPL at 
the discretion of the CPO. 

(c) Fonwr qloyee requests rmval frcnnthe ARPL. 

(5) Selection from the ARPL. Fonner employees will be listed on 
referral and selection registers by priority groups, in retention standing 
order. Register(s) will be sent to the selecting official with the candidates' 
applications and relevant test scores. Selecting officials m y  review relevant 
infomation available in the OPF of current or £0- emplayees. Selecting 
officials also m y  contact current and former supervisors and employers of the 
candidates referred and conduct interviews with the candidates. 

(6) Exceptions. The selecting official can select any candidate 
properly referred. Justification mst be provided by the selecting official 
and approved by the CPO before a position offer is extended for a ccanpetitive 
selection of a-candidate in a laver priority group. Justification will be 
approved when based on reasonable job-related factors. This includes the 
candidates' potential for the target level if the position has k n m  pramtion 
potential (pramtion target grade cannot exceed the highest grade held). 

g. PRIORITYGR.OW7. MILITAFESPOUSESANDFAMILYMEMBERS. Family 
members (Korean citizen, U.S. citizen, and third-country citizen) of active 
duty members of the U.S. ArrnE3d Forces and of U.S. citizen civilian employees of 
U.S. Gavernment agencies assigned in Korea, will be considered for vacant USE'K 
positions when there are no available candidates in priority groups 1 through 
6. Positions formally designated and recruited as KN intern positions in 
professional series (chapter 1, subpara 1-6g) will not be filled under this 
program. DOD 1404.12-1, 1400.23-1, and camponent policies explain military 
spouse and family member qloyment preferences. CPOs will track Korean 
positions that have been temporarily converted for family member occupancy. 
CWs will ensure that family member employees are advised of the temporary 
nature of their appointn-ents and that they are subject to displacmnt as 
explained in chapter 4. 

h. PRIORITY GR.OW 8. V E T E R A N S / D I S A B Z ; E D / W I D C M / ~  OF IMEDIATE 
FAMILY. All eligibles under this priority will receive equal consideration. 
Eligibles include disabled veterans and veterans who have received the Taeguk 
or U1-chi Medals, the Medal of Honor, and the Distinguished Service Cross. 
This includes wartime veterans or their widaws; spouses of totally disabled 



veterans; and one merr33er of the inmediate family of an employee separated by 
death or permanent disability. Eligibles who decline an offer of employrent 
will no longer receive consideration under this priority. 

(1) All applicants claiming preference based on military service mst 
&t USFX Fonn 129M (Verification of Military Service), that mst be 
certified by the ROKG Ministry of National Defense. Additionally, applicants 
claiming preference as disabled veterans must suhit USFK Form 127EK 
(Verification of Disabled Veteran), which mst be certified by the ROKG 
Veterans Pdministration. Disabled veterans and wives of disabled veterans must 
present evidence of receipt of a class A pension. 

(2) One menher of the inmediate family of a former USFK employee 
(sponsor) involuntary separated, by death or -ent disability, resulting 
frcun a job-connected in jury sustained during employmnt with USFK, for which 
ccanpensation was paid by the CMX, may register on the ARPL. Registration is 
limited to the CPO that separated the sponsor frcan employmnt . Imnediate 
family includes: wife, husband, son, stepson, daughter, and stepdaughter. 

(3) Eligibility expires 18 mnths after the date of sponsor's 
separation frcan employmmt with USE'K or upon the effective date of qloyment 
into any USFK position. Eligibility will be withdrawn also at the request of 
the applicant or death, whichever occurs first. 

(4) This priority is only applicable to recruitment actions received 
in the CPO during the period of. eligibility. 

(5) The mnber of the imrrediate family applying under this priority 
will be required to provide evidence of receipt of ccnnpensation £ram m P  or 
Employers Self-Insurance Service- 

i. PRIORITY 9. All other qualified applicants. 

2-13. POSITIONS. Positions restricted to military veterans. 
Positions of laborer and janitor will not be filled by non-veteran candidates 
when veterans are available, except by employees affected by RIF. 

a. The follaJing provisions apply to release of employees placed through 
priority group 4 and priority group 5. 

(1) The affected BO(s) will coordinate the effective date of release 
with the esnployee's supervisor. Release will always be effective on a Sunday, 
normally at the beginning of a pay period. A person may not be released with 
less than 14 calendar days notice, without the concurrence of the releasing 
supervisor. The release may not be delayed mre than 30 calendar days 
follawing notification of selection, without the gaining supervisor's 
concurrence. 
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(2) Through mutual agreement between organizations, and with CFO 
concurrence, employees on permanent appointxents may be detailed back to their 
former organization until a replacement is hired. This detail m y  be either on 
a full-time or part-time basis. 

( 3 )  The CFO will notify the selected candidates upon receipt of the 
referral and selection register. All job offers must be made by the CPO. 

(4) The CFO is responsible for written notification to candidates who 
were not selected. 

b. See chapter 4 for information on release of employees affected by MF. 

2-15. I)(]CIMENTATICN FtEQWRED FOR ACCIONS. Terminology in 
effecting personnel actions will be generally consistent with Federal Personnel 
Manual Supplement (FPM Suppl) 296-33, as d f i e d  by guidance contained in this 
regulation. The follaJing docmm-kation for placement actions will be 
mhtained in the placement folders if applicable: 

a. Copy of the vacancy announcement. 

b. Evaluation methods and evaluations of the candidates, including 
relevant test scores. 

c. Roster of candidates considered qualified or not qualified, to include 
their priority groups. 

d. Copy of referral and selection registers, shming candidates certified 
and supervisor's selection/nonselection. 

e. Copies of written notification to candidates who were not selected. 

f. Any waivers granted to allm selections from lower priority groups. 

g. Referral/placement folders will be reviewed as a part of civilian 
personnel managemnt program surveys and as a part of internal self-audits 
conducted by the CPOs. 

2-16. CRITERIA, RESTRICTICWS, AND E N D I T I W .  

a. Criteria. 

(1) When an outside applicant is selected, USFK Form 225EX (Personal 
Background Statement), will be ccorrpleted. CPOs will annotate this form to 
identify that entries were verified against the official copy of the family 
register and certificate of residence. 



(2) Nonsensitive positions. Selectees for nonsensitive positions will 
follm ccanponent policy to ensure that a favorable files check is ccanpleted 
before issuance of a pass, unless the local security agency approves an 
exception. 

( 3 )  Sensitive positions or positions requiring a limited access 
authorization. Selectees mst have a background investigation cmpleted before 
entry on duty. Where feasible, the supervisor m y  tesnporarily withdraw duties 
£ran a position to permit quicker qloyment. In such cases, the appointment 
document will state: "Subject to ccanpletion of favorable background 
investigation." 

(4 ) Pre-employment medical clearance is required. In emrgency 
situations, the 80 m y  authorize emplaymat based on oral interim clearance 
£ran the examining medical officer. In such situations, medical clearance will 
be obtained as soon as possible and appointment action will shw: "Subject to 
successful capletion of medical examination." USFK Reg 690-118 explains 
physical qualification requirements. 

b. Restrictions. 

(1) Persons who actvocate the overthrm of either the U.S. Government 
or ROKG will not be qloyed. Enployees are prohibited fran participating in 
an organization advocating the overthrm of the U.S. Gwernment or ROKG and 
will be ramved for such action. 

( 2 )  No employee will occuw mre than one position in any category of 
errp?layment with USFK at any one time without prior approval of the CPO. 
Exceptions will be mde only when unique circumstances clearly justify such 
action. 

c . Conditions. Trial period. 

(1) New employees on permanent appointment (full-time and part-time) 
will serve a trial period for one year. 

(2) A trial period is not required for-- 

(a) Temporary and permanent intermittent enployees. 

(b) Forrner employees exercising reenployment rights to the same or a 
similar line of work after military service, or FUF separation, provided the 
one year trial period had been ccanpleted at the time of separation. 

(c) Mxement between APF and NAF or vice versa provided the 1 year 
trial period has been ccanpleted. 



(3 ) Employees converted f r m  temporary or permnent p a r t - t k  
appointrents t o  perrrranent full-time appointmnts, with no break i n  service, 
need not start a new trial period. Employees w i l l  be required t o  complete the 
balance of the unexpired portion of t r ia l  periods. 

(4) Employees converted f r m  temporary t o  permanent appo indn t s  may 
be given credit tcrxr~ard ccnnpletion of the trial pericd for  time served 
continuously as a temporary qlayee i f  the job was in the sam line of work. 
There m u s t  be no written documentation that  performance was less  than 
successful. 

(5) Upon conversion t o  a permanent full-time appointment, part-time 
and intennittent employees w i l l  be credited with the hours worked in their 
previous appointment t m d  ccnnpletion of trial period. Such t k  w i l l  be 
prorated based on 2,080 hours of service in a year. Therefore, 1,040 hours 
would be equivalent t o  6 months credi t  t m d  completion of the trial period. 

2-17. TYPE OF APPOIIVBENT. Appointmnt is any personnel action that brings 
an individual onto the rol ls .  An appointment m y  be full-time or  part-t ime. 
See chapter 6, paragraph 6-3 ,  for  further explanation of work schedule and tour 
of duty. 

a. Temporary appointment. A temporary appointrtlent is an appointmnt made 
for  a limited pericd with a specific MCE date. A temporary appointment may be 
long-term or  short-term. 

(1) Long-term temporary includes-- 

(a) An employee who has been continuously employed as  a full-time 
temporary employee for  3 years or more with no more than a 3 day break in 
service. 

(b)  Former permanent employee placed in a f u l l - t h  temporary position 
through FUF procedures without a break in service. 

(c) Permanent employee rehired as  a temporary employee a f t e r  mandatory 
retirement with no more than a 3 day break in service. 

( 2 )  Short-term temporary. Temporary appointment tha t  does not meet 
the definition of long-term temporary appointment. 

b. Permanent appointments are appointmnts made without definite t i n e  
l i m i t .  

c. Intermittent employees work on an irregular basis fo r  which there is  no 
prearranged scheduled tour of duty. 



d. 'IG 111 employees will be advised before appointment that they m y  be 
terminated at any t h .  Notice requirements are identified in chapter 10. 
Additionally, the folluwing bilingual remark will be printed on the appointment 
action: "This appointment may be terminated at any time after issuance of 
a day notice." NUIE: In the preceding, the CPO will insert the 
appropriate advance notice period required, based on the type of appointment 
and guidance contained in chapter 10. 

2-18. EMFUXEE I N - m I N O  AND -1CBI. 

a. -1oyees hired on temporary and intermittent appointments will be 
advised before appointment and during in-processing that they m y  be terminated 
at any time. Pdditionally, a bilingual remwrk will be printed on the 
appointment action. (Chapter 10 explains termination requirements.) 

b. During in-processing, the 80 will give all newly assigned employees a 
formal general orientation. 

c. lmnediate supervisors will conduct job orientation for all newly 
assigned enployees. 



3-1. -. Changes in workload or operating requiremnts create the need 
for temporary changes in the duties or assig~lents of employees. In such 
circumstances, the use of a detail or temporary prmtion can provide 
supervisors w i t h  the flexibility to assign work to employees on a temporary 
basis. Supervisors will contact the servicing CPO for advice and assistance 
and will ccanply with this chapter regarding details or tenprary prcanotions of 
an erployee. 

a. s s  - calendar days. 
b. Detail - the temporary assi-nt of a permanent or temporary 

employee frcan the official position of record. A detail is without change of 
title, grade, or pay. It is to another classified position, or to a set of 
unclassified duties. The unclassified duties m y  be similar in nature or 
separate and distinct frcan those of the official position of record. 

c. Official position of record - the position (title, series, and 
grade) for which an anployee is hired or the position to which an employee is 
permanently assigned. 

d. TarqJoram ~ramkion - the temporary assignment of a permanent 
enployee frcanthe official position of record to a classified position of a 
higher grade. Tenprary pr-tions normally result in a higher rate of pay 
and may be to a position in the same or a different series. 

3-3. CCNDITIUNS REDYEIVE TO US= DEZAXS AND TEMPORARY mEaEgDTIaNs. 

a. Details m y  be made to a position at the same, lmer or higher grade, 
without regard to qualification standards. Details do not effect any change in 
pay and will be kept to a minimum. Details should be used for brief periods to 
facilitate mission accmplishments and preclude misassignent of personnel. 
Excessive usage can result in increased cost, inefficiency, lawered employee 
mrale, and poor administration. The belm list provides s a  examples of 
circumstances where the use of a detail is appropriate. 

(1) To accqlish the duties of an employee who is on leave, temporary 
duty, or assigned to a special project for a brief period of time. 

(2)  When a tenporary shortage of personnel or an increased workload 
requires perfomce of other temporary duties. 

( 3 )  A new position created or duties realigned, pending capletion of 
classification action. 



( 4 )  During the required advance notice period of a reassignment, 
proposed suspension, or proposed separation, when it would be appropriate for 
security or other reasons, to assign the empluyee other work or another 
position. 

(5 ) To provide an qloyee with short term training. 

b. When funding permits, t-rary prcrrrotions are used to capensate 
employees who are temporarily performing the duties of a higher graded 
position. Erployees mst be fully qualified (meet all qualification standards 
as specified by USFK Reg 690-118) for the position to which teqorarily 
prmted. Tenprarily prmted aployees are expected to perform the full 
scope of duties for that position. A temporary prmtion will not be used for 
the sole purpose of providing training to an employee or to evaluate the 
performance of an employee in a higher grade position. The belcrw list provides 
same examples of situations where the use of a temporary prmtion is 
appropriate. 

(1) To accqlish the duties of a position for an extended period of 
time during the inambent's long term or indefinite absence. 

(2) To fill an unplanned vacancy of a hard to fill position, pending 
recruitment. 

(3) To acccanplish the duties of a position that is temporary or 
identified for abolishmnt, realignment, or transfer. 

a. Details. 

( 1) Details of enplqees to the same and 1- grade m y  be made for a 
period up to a maxinnrm of one year in 120 day incremnts. 

(2) Details of employees to higher grades m y  be made for a period up 
to one year in 120 day increments. The second 120 day period of the same 
employee mst be processed on a canpetitive basis, i.e., the opportunity for 
detail mst be announced. Ccmpetitive procedures are not required if you wish 
to spread the detail to the higher graded positions m n g  several employees, a 
maxinnrm of 120 days each. 

(3) Details can also be made to an unclassified job or set of duties. 
The maximum period is one year and in 120 day incremnts. In effecting details 
to an unclassified job, you mst suhit a set of duties that the employee will 
be performing along with an SF 52-B, to the 80. 

b. Temporary prarrrotions. An employee will not be teqorarily pramted-- 

(1) Unless fully qualified for the position. 



( 2 )  For mre than one year without approval of the servicing CPO. 

(3) For more than 120 days without ccanpetition. This includes any 
time witkin a consecutive 12 month period when the employee was detailed to a 
higher grade classified position or tqrarily prcamted. 

3-5. PROCEDURES. 

a. Details m y  be effected infodly (30 days or less) or f o d l y  (over 
30 days). The experience of employees on detail is credited either as an 
extension of the work the qlayee was doing imnediately before the detail, or 
on its m merits, whichever is more beneficial to the employee. 

(1) Informal detail. Supervisors can informally detail an employee 
for a total period, EWE 30 days, witkin a consecutive 12 month period. The 
detail may be to any position (classified or unclassified) at any grade level. 
An inform1 detail does not require competitive procedures or a personnel 
action. The supervisor will maintain individual employee records of informal 
details. The records will fully documnt the position title, series, and grade 
or description of duties performed if the position was not classified; the 
effective date; the NIB date, and the reason for the detail. 

(2) Formal detail. To effect a fond detail, supervisors will s&t 
an original and one copy of the SF 52-B to the servicing CPO. The SF 52-B will 
include-- 

(a) The employee's name and personal identifying information. 

(b) The duration of the detail (proposed effective date and M E  date). 

(c) The position title, series, and grade of the employee's official 
position of record, and of the position to which the employee is being 
detailed. If the detail is to an unclassified position, the SF 52-B will 
reflect that. A description of the duties to be performed will be attached to 
the SF 52-B. 

(d) The name and location of the employee's current duty station and 
that of the position or work to which detailed. 

(e) The reason for the detail. 

( 3 )  The servicing CPO will forward a copy of the approved SF 52-B to 
the employee and file the original in the employee's OPF as a permanent record. 

( 4 )  Details will autca~tically terminate at the end of the work day of 
the specified XI'E date. Supervisors must subit another SF 52-B as prescribed 
above to terminate a detail before the specified NllE date or to extend the 
detail beyond the specified NlZ date. 



(5) Supervisors w i l l  ensure that  the detailed employee returns t o  the 
of f ic ia l  position of record M a t e l y  upon termination (day follawing the NTE 
date) of the detail .  

b. m r a r y  p r m t i o n s  m y  be effected n o n c ~ t i t i v e l y  or  ccanpetitively. 
A l l  t enpra ry  p r m t i o n s  mst be formally effected through the servicing CPO. 

(1) Nonccanpetitive action. Temporary p r m t i o n s  that  do not 
currnilatively exceed 120 days w i t h i n  a consecutive 12 month period my be 
effected under nonccanpetitive procedures. 

(2)  Ccanpetitive action. Tenprary pramrtions that w i l l  exceed 120 
days within a 12 mnth period mst be effected under ccmpetitive procedures. 
This includes any previous n o n c a p t i t i v e  p r m t i o n  and any formal or  informal 
de ta i l  t o  a higher grade. 

( 3 )  A r e a  of consideration. Managemnt determines the area of 
consideration when a position is t o  be announced for  purposes of a t q r a r y  
p r m t i o n  within a unit. The area of consideration w i l l  not be established t o  
f ac i l i t a t e  preselection of a particular candidate. The area of consideration 
need not be extended t o  permit consideration of employees f r m  outside the 
organizational unit where the  vacancy exists, even when the  position would 
n o d l y  require Korea-wide ccanpetition. hnployees outside the c m t i n g  area 
where the vacancy exists w i l l  be a u t m t i c a l l y  excluded frcan consideration by 
the servicing CPO unless one of the following conditions are m e t :  

( a )  The cammder having jurisdiction over the vacancy and the 
prospedive losing ccarmander specifically agrees t o  reenploy the q l o y e e .  The 
employee w i l l  be reenployed in the  position vacated (or a similar position for  
which they qualify a t  the same grade) upon termination of the temporary 
p r m t i o n .  Such an agreement mst be in writing and sukanitted t o  the servicing 
CPO with the SF 52-B t o  recruit for  the tenpraq p r m t i o n .  

(b) A current employee in an extended area of consideration, not 
covered under the conditions described above, is se leded under a m e r i t  
pramotion announcement. They accept the higher grade temporary position 
without guarantee of reemploymnt upon termination of the t enpra ry  p r m t i o n .  
The CPO mst inform the employee prior t o  acceptance that he w i l l  be separated 
f r m  q l o y r r r e n t  by FUF procedures, unless he is placed or  resigns i n  l i eu  of 
FUF. Mverse action procedures do not apply when a te~mporary p r m t i o n  is 
terminated. 

(4) A l l  temporary pramotions w i l l  be effected with a personnel action 
and documented i n  the enployee's OPF. The supervisor of the position w i l l  
sukanit an SF 52-B t o  the CPO t o  effect  a temporary p r m t i o n  regardless of the 
duration of the action. This is required for  both cmpeti t ive and 
nonccanpetitive procedures. The request mus t  include-- 



(a) The proposed effective date and the l?JE date of the tqrary 
assignment. 

(b) The title, series, and grade of the position. If the action is 
nonccanpetitive, the request will also include the employee's name, personal 
identifying information, and the official position of record. 

(c) The name and location of the organization for the position. If 
the action is nonccmpetitive, the request will also include the enployee's 
current duty station location. 

(d) The reason for the temporary fill of the position. 

(5) An employee selected for a temporary pramtion will be given 
advance written notification of the circumstances that make a temporary 
pramtion rather than a permanent pramtion appropriate. As a m - ,  the 
written notification will include-- 

(a) The reason for the tqrary prmtion. 

(b) The expected duration of the prmtion (i.e., effective date and 
the NTE date). 

(c) The employee's right to return to the position and grade held 
before the tqrary promtion or a similar position at the same grade, unless 
the temporary promtion is effected in accordance with (IAW) subparagraph 
3-5b(3) (b) . 

(d) If the action is effected IAW subparagraph 3-5b(3)(b), a statemmt 
that the notification constitutes advance notice for RIF purposes. It will 
state that the employee will be separated at the end of the temporary pramotion 
unless the employee is placed under RIF procedures or resigns in lieu of RIF. 

( 6 )  An employee selected for a temporary pramotion will acknwledge 
the circumstances surrounding the action by written acceptance before to the 
effective date. 

( 7 )  Chapter 2, paragraph 2-14 sets forth the provision for the release 
date of an employee selected for a temporary prmtion. 

(8) Chapter 8 sets forth the provisions of the employee's pay during 
and after the periods of temporary pramtion. 

( 9 )  Tenprary prmtions autcnnatically terminate on the specified NTE 
date. Supervisors must s W t  another SF 52-B, as prescribed ahe, to 
terminate a temporary promtion prior to the specified MIE date or to extend 
the temporary prmtion beyond the IWE date. Such requests will be sukanitted 
to the servicing CPO in sufficient tim to accarrarrsdate advance notice 
requirents specified in subparagraph 3-5b(10). 



( 10) If the tenprary prcmrtion is terminated before the specified 
date, the 80 will advise the qloyee by hance notice NLT 7 days before the 
termination date. If the tenporary pranotion is extended beyond the specified 
date, the qluyee will be given advance notice of the extension. The qloyee 
will acknuwledge the extension by written acceptance as described above. 

3-6. USFK F'OR4 132 (KOREAN TIME SHEET). The office frcm which the 
enpluyee is officially detailed is responsible for suhnitting the arp?loyeels 
T&A report. Attendance will be confirmed w i t h  the supervisor of the office to 
which the -loye is detailed. If the office frcmwhich the enployee is 
officially detailed no longer exists, the office to which the employee is 
detailed will maintain the T&A report. 



REDrnION-IN-FOrn (RIF), RIKUXIW, AND TRANSFER OF FxlWTIrn (W) 

a. T h i s  chapter establishes policy and prccedures for  planning and 
carrying out organizational changes affecting KN employees. 

b. The USFK a t t q t s  t o  minimize the impact on permment KN empluyees in 
organizational changes tha t  resul t  in displacement. Because of the pol i t ical  
and labor relations implications of redudions i n  the KN work force and the 
possible impac t  on other U.S. c m d s  and agencies, it is important that  such 
reductions are cqrehens ively  planned and coordinated. Experience has proven 
that a sincere atti tude by personnel and l~ianagemnt off icials  is mst important 
in c d c a t i n g  organizational changes effectively. Honest, straightforward 
c d c a t i o n s  with the KEU is a key factor in reducing turbulence and 
maintaining confidence in management actions. The managers of XN employees 
w i l l  make every reasonable effort  t o  avoid the involuntary separation of 
permanent enployees. All levels of management mst be involved in effecting 
planning, placement, and retraining assistance. 

c. The probable impact on KN personnel w i l l  be given consideration in 
plans for  organizational changes. When plans provide for  alternatives, 
preference w i l l  be given t o  a solution that would cause the leas t  disturbance 
and the least adverse personnel actions i n  the KN work force. 

4-2. DEFINITIW. Special definitions used i n  t h i s  chapter are as  fol lms:  

a. Assisnment risht  - the right of a competing employee t o  be assigned 
by bump or retreat  in the second round of RIF c a p t i t i o n  t o  a position i n  a 
different competitive level (a). That position must be held by another 
employee with a lower standing on a retention register. 

b. - when an employee displaces (bumps) another employee i n  a 
lower TG or  lower subgroup. Wloyees may only bump within the CA of the RIF. 

c. (also called denmtion) - a personnel 
action tha t  mves an employee t o  a position a t  a laver grade. In a CLG, both 
the old and new positions, can be under the KGS or  under the same type graded 
wage schedule. It is also an action that moves an employee t o  a position with 
a l a v e r  r a t e  of basic pay when both the old and the new positions are under 
different pay categories. 

d. Cammtinq area - the local geographic area that usually includes 
any population center (or  two or  m r e  neighboring ones) and the sunomding 
local i t ies  in which people l ive  and can be expected t o  travel back and forth 
daily t o  the i r  usual employment. NOIIE: This regulation uses no acronym 
for  c m t i n g  area. 



e. -tinq mlovee - an employee in either TG I or 11. 
f- Cametitive area (CA) - the organizational unit and geographical 

boundaries in which employees ccanpete in a RIF. 

g. Cuwetitive level (CL) - a group of positions in the same grade 
(or occupational level) and same classification series that have similar 
duties and other requirements. 

h. Continuing position - a position expected to continue or last at 
least 90 days. A continuing position m y  be permanent or tenprary with any 
type of work schedule (e.g., full-time, part-time, or intermittent) in either 
the APF or NAF work force. 

i. -s - calendar days. 

j. Bn~lavins orpanization - that part of an agency where the 
empluyee's position is located. The chief of an enplaying organization acts 
on the employee's appointmnt and separation and directs the employee's work 
and work hours. 

k. Fundion - a clearly identifiable secpmt of an agency's mission 
(including all integral parts of that mission), despite haw it is done. 

1. F'urlouqh - placement of an employee in a tqrary nonduty and 
nonpay status on a continuous basis (for example, 10 consecutive days), or a 
noncontinuous basis (for example, one day a week). Furloush under RIF 
procedures means the placement of an employee in a temporary (NI'E one year) 
nonduty and nonpay status for mre than 30 consecutive days, or mre than 22 
workdays if done on a noncontinuous basis. 

m. Noncanpetinq mployee - an employee in TG 111. 
n. Official position - the position in which the CPO carries the 

qloyee on the rolls (position to which the employee is officially 
assigned). An employee ccanpetes in a FUF in their official position even if 
detailed or tqrarily pramted to another position. 

o. Reassicmmnt - the change of an eqloyee £ran one position to 
another without pramtion or CIG. Reassignment includes mement to a 
position in a different occupational series, or to another position in the 
same series. 

p. - the release of a ccsnpeting employee 
from the assigned CL by separation, demtion, or reassignment, requiring 
displacement of another ccanpeting qloyee. 



q. RIF notice - an official written bilingual c d c a t i o n  provided 
to an employee announcing that they will be (or if a general notice m y  be) 
affected by a RIF action. A general notice is given when the specific action 
cannot be determined at least 30 days before the RIF effective date. A 
specific notice identifies the specific RIF action to be taken. 

r. Reomanization - the planned elimination, addition, or 
redistribution of functions or duties in an organization. 

s. Representative rate - the first step of the KGS grade and the first 
step of the XWB grade. When two positions are in different pay schedules, 
representative rates are used to determine equivalent grades/ 
levels and the best offer. 

t. Retention mister - a list of employees assigned to positions 
within a CL for a given CAI grouped by TGs and subgroups, and by service 
camputation dates ( SCDs) within each subgroup. 

u. Retention standinq - an employee's relative standing on a retention 
register based on TG, subgroup, and SCD. 

v. Retreat - a ccgnpeting employee's right of assignment to a 
continuing position formerly held. An employee can retreat to a position that 
is occupied by an employee with laver retention standing in the same tenure 
subgroup in a different CL in the same CA. Ehployees can retreat only to 
positions at the s m  or lmer grade that they have previously held. 

w. Rmnds of cametition - the different stages of ccanpeting for 
retention in RIF. (In the fixst round of competition, employees compete to 
r e d  in the CL. In the second round of capetition, employees compete for 
assignment to positions in different CLs.) 

x. Service canputation date (SO)  - the date reflecting an employee's 
total creditable service for seniority purposes. 

y. Subsroup superiority - an employee ' s TG, or subgroup within the 
same TG is higher than another employee's TG or subgroup within the same TG. 

z .  Transfer of function (TOF) occurs only when a gaining CA 
"undertakes a class of activity it did not have before." No TOF occurs unless 
the mvement of the function is to a newly established CA or to an organization 
that is undertaking a function it did not have before. 

aa. Undue interruption - interruption that would prevent the 
campletion of required work within the allamble limits of time and quality. 
Generally 90 days, but could be longer for lmer priority programs. 

bb. Vacancy - any position for which the CPO receives a recruitment 
action. Continuing positions occupied by noncampeting (TG 111) employees will 
be identified and used as vacancies. 



a. Changes in existing CAs, establishmmt of new CAs, and changes in 
position descriptions and CLs, are prohibited once a need for a FUF has been 
established. In this context, "established" means the earlier of the 
follclwing : 

(1) The coprmander or activity/organization chief has announced that 
reductions in the work force will be required or-- 

(2) SF 52-Bs requiring RIFs in the CA are in place in the 80. 

b. Authorization and recruitxmt for positions cancelled/withdrawn will 
be prohibited for one year franthe effective date of abolishment. 

c. An SF 52-B (recruitment action) will not be cancelled or withdrawn to 
avoid placement of a FUF-affeded apl&ee. 

d. Retention factors determine the retention standing of carpeting 
en-playees. 

e. The resignation of a TG I or I1 errployee during a RIF or TOF that 
results in another ccmpeting escpluyee not being separated by RIF, will be 
treated as an involuntary separation. The NaA is tamhation-involuntary 
chapter 10). The employee volunteering to resign will be eligible for 
separation benefits the s m  as if they had been adversely affected by the 
or TOF, except as noted belcrw. 

I RIF 

(1) When an employee resigning under subparagraph 4-3e is affected by 
the RIF or TOF (proposed action is reassigrrment or CIG),  the 80 will counsel 
the qloyee-- 

(a) That by choosing to resign, the en-playee will farfeit any further 
right to a review of the propriety of the proposed RIF action. 

(b) The enployee will be eligible to register on the ARPL of the CPO 
processing the separation. 

(2)  When an errrployee not affected by the RIF or TOF resigns under 
subparagraph 4-3e, the CPO will counsel the qloyee that he/she will not be 
eligible to register on the A m .  

f .  An employee within six months of reaching age 60 or older on the 
effective date of RIF or M F  will not be offered positions outside the 
c~grm~lting area for which payment of a relocation allavance would be 
authorized. 



4-4. AI;ITION CWEFWZ. The policy and procedures established in this chapter 
will be applied when organizational changes are caused by an action fram both 
subparagraph 4-4a and 4-4b. A personnel action must m t  an element under 
"action to be taken" and "cause of action" if a FUF action. A personnel action 
that does not m t  an element fram both is not a RIF action and must be taken 
under other appropriate authorities. 

a. Action to be taken is release of a carpeting employee (TGs I or 11) 
fram a CL by-- 

( 1 ) Separation. 

(3 ) Reassignrrrent requiring displacerent of another ccqeting employee. 

(4) Furlough for more than 30 consecutive days (or mre than 22 
workdays if done on a noncontinuous basis). 

b. Cause of action is-- 

(1) Lack of wrk or funds. 

(2) Cuts in personnel authorizations. 

(3 ) Abolishmnt of positions. 

(4) Reorganization. 

(5) Reclassification of an employee's position due to erosion of 
duties when the reclassification action will take effect after a formal 
announcement of RIF in the CA and will take effect within 180 days. 

(6) Placement of a former employee exercising mandatory restoration 
follawing military duty. 

(7  ) Placen-ent of a former employee exercising &tory reemployment 
following recovery frm a work related injury or occupational disease. 

( 8 )  Deactivation or relocation of an employing organization. 

( 9 )  Conversion of in-house operations to contract operations. 

(10) Merging of one esnploying organization with one or mre employing 
organizations. 

(11) Transfer of the employee's function. 



4-5. ACTIONS EXCUDED. RIF procedures will not be applied to-- 

a. The termination of a teqmrary pramtion or the return of an employee 
to a position held before the temporary pramtion or one of equivalent grade 
and pay- 

b. A CLG based on the reclassification of an employee's position due to 
the application of new classification standards or the correction of a 
classification error. 

c. A CLG based on reclassification of an employee's position due to 
erosion of duties. This exclusion will not apply to a reclassification action 
that meets the rule described in subparagraph 4-6c. This exception ends at the 
crsanpletion of the RIF. 

d. A change in the eqloyee's work schedule frm part-time to full-th. 
FUF procedures are used in an involuntary change frm full-time to part-time. 

e. A reduction in the nmkr of scheduled hours with a part-time tour of 
duty (e.g., fran 32 to 24 scheduled hours per week). 

4-6. ~ I F I C A T I O N .  When the grade of a position is reduced, the CPO 
will identify the reason for the change. This reason determines whether FUF 
procedures mst be follwed. 

a. Reclassification due to reorganization. Changes that meet the 
definition of reorganization m y  be recognized when they m or later, such 
as during a review, survey, or study. When a reorganization causes the release 
of a ccanpeting employee frm a CL because of an element listed under 
subparagraph 4-3a, provisions of this chapter will be applied. For example, an 
organization reorganizes two KGS-9 positions into one KGS-9 and one KGS-7. As 
a result, one of the enployees mst be released frm the CL. RIF procedures 
will be applied to determine which enployee is released. The employee in the 
position reorganized to the KGS-7 level is not the one autmtically retained 
in that position and reduced in grade to KGS-7. When permanent positions are 
eliminated or reduced in grade because of a reorganization, affected inambents 
will be reassigned to vacant PERMANEMl continuing positions at their same 
grades. Rployees may be reassigned in the same or a different CAto avoid or 
minimize use of FUF procedures. 

b. Reclassification due to new standards or correction of error. RIF 
procedures DO NOT APPLY when the grade of a position mst be reduced because of 
the application of new classification standards or the correction of a 
classification error. In these situations, the duties of the position do not 
change; the grade changes because of a new standard or the correction of error. 

c. Reclassification due to erosion. 



(1) This describes a situation where the grade of a position must be 
reduced because duties have gradually drifted away through an extended erosion 
process. An evaluation of the position shms no proximate cause or 
determinable time for the change in duties. This contrasts with a 
reclassification due to reorganization where a planned change in duties has 
occurred in which the cause of reclassification and time frame are clear. 

(2) In job erosion cases, the proper procedures for damgrading the 
employee depends on whether a RIF has been announced, and will take effect 
within 180 days, in the employee's CA. RIF procedures must be folluwed in job 
erosion actions when the damgrading will take effect after a formal 
announcement of FUF in the employee's CA and the RIF will occur within 180 days 
after the effective date of the duwngrading action. 

(3) In determining whether RIF procedures are required, the CEO will 
consider "announced" FUF. In this context, "announced" means that a general or 
specific RIF notice has been issued in the CA. Scanetimes a RIF is a 
possibility that will not occur. In this case, the 80 may proceed with the 
duwngrading due to erosion of duties without using RIF procedures unless an 
actual decision has been &e to conduct a RIF. The purpose of the 180-day 
rule is to preclude reclassifications based on job erosion when FUF actions are 
pending. Same examples are as follms: 

(a) Example 1. On 15 January, the  management determines that the 
position of employee X, in organization Z, was overgraded due to erosion of 
duties, and proposes the employee's downgrading to be effective 15 February. 
On 20 January, the c&er of organization Z announces a RIF to take effect 
on 1 April. The CPO must delay the dmgrading action and correct the position 
grade as part of the RIF, because the duwngrading will occur within the 180-day 
period before the announced RIF. Employee X would compete in the 1April RIF 
to remain in his CL at the grade of the misclassified position. 

(b) Example 2. On 10 February, the CPO issued notices for a RIF to 
take effect on 31 September. On 15 February, the CPO proposes the damgrading 
of employee Y due to erosion of duties, to be effective on 15 March. The CPO 
m y  proceed with the damgrading action because it will occur mre than 180 
days before an announced RIF. RIF procedures are not required. 

(c ) Example 3. On 15 January, the CPO proposed the downgrading of 
employee Z due to erosion of duties; the action took effect on 15 February. O n  
1 April, the CPO issued notices for a FUF to take effect on 1 June. No 
additional action is required. The damgrading took place before a RIF was 
announced, though the FUF occurred less than 180 days after the damgrading. 

d. Reclassification actions due to job erosion that are not subject to FUF 
procedures are effected as position classification actions. 



a. Authority to reassign, without regard to RIF procedures. (See chapter 
2- 

b. Obligation to use FUF procedures. A ccnpeting qloyee has a right to 
ccanpete in second round ccqetition only if released frcan the CL in first 
round ccmpetition and faces separation or GIG. 

c. Optional use of RIF or reassignment. An esnployee's assignmnt right 
m y  be satisfied by assigning the enpluyee to a vacant position in the sarrre 
CA. The vacant position mst have a rate of pay or be the same grade to which 
the employee a d  be entitled based on burp or retreat. (See chapter 2, 
subpara 2-8a.) An employee also m y  be offered a vacant position instead of 
separation by FUF. 

4-8. -. 'IG 111 enployees and family mmber eqluyees 
occupying positions normally designated for KN occupancy are noncanpeting 
employees. They have no placement rights under RIF procedures. They will be 
terminated on or before the effective date of FUF if they occupy continuing 
positions that can be used as vacancies/placement opportunities for ccanpeting 
employees. Placements under this authority avoid or minimize use of RIF 
procedures and prevent separation of ccanpeting employees. 

a. The order of release of nonccanpeting emplqees will be as follws: 

(1) Family member employees occupying positions n o d l y  designated 
for KN occupancy will be terminated before KN qloyees. 

(2) Among nonccmpeting KN qloyees-- 

(a) Temporary qloyees occupying continuing positions 
will be terminated before teaprary employees occupying TEMPORARY positions. 
(The PERMANENT continuing position affords a better placement for a ccmpeting 
wlayee. ) 

(b) Reenplayed retirees (eqloyee over age 60) will be terminated (in 
order of date of birth (DOB), oldest released first) before other KN 
nonccmpeting employees. 

(c) Remaining nonccmpeting enplayees (under age 60) will be 
terminated in retention standing order (inverse order of their retention 
standing, beginning with the enployee having the lest standing) . 

b. Exceptions to permit retention of nonccmpeting employees affected by 
use of RIF procedures mst be approved by the CPD, USFK, or Air Force and KOSA 
CPOs. A request to the CPD should be sukanitted as early as possible and mst 
be fully documented. 



c. Paragraph 4-30 explains minimum notice periods for noncmpeting 
employees and family members. 

a. Ccarmanders will include the OCPD, CPOs, rrranagers, and supervisors, in 
the earliest planning stages of an organizational change. OCPD, CFQs, and 
supervisors of affected organizations, will work closely with budget and 
man- personnel to assess the effect on dollars, spaces, and personnel. A 
local plan should be developed outlining the sequence of events and time 
phasing of the planned action. This ensures actions are cqlete within 
targeted the frames. 

b. When it becanes knuwn that civilian reductions may or will be required, 
the CcBrmanders of EXJSA, 7th AF, and KOSA (to include agency chiefs or their 
designees), may freeze recruitment (recruibnt and pramotions) in all areas 
under their jurisdiction. The CPO may temporarily freeze recruitment (hixing 
and prmtions) in the CA or total serviced area to increase placemnt 
opportunities for surplus employees. When this option is used, the OBD, USFK, 
must be notified before effecting the freeze. The OCPD, USJX, will notify all 
other USFK CPOs, as appropriate. 

c. The Comnander, USFK (or designee), m y  impose a recruitment freeze 
USFK-wide, as necessary. The JLAC will prepare a reconmendation for camand 
group consideration whenever it appears appropriate to impose a freeze 
USFK-wide . 

d. The need to apply RIF procedures does not suspend managant's 
authority to take other legitimate personnel actions, such as involuntary 
management directed reassignment or CLG due to unsatisfactory performance. 
Such actions may be taken before, during, or after a RIF using the appropriate 
procedures of this regulation. 

4-10. DISRUPTION TO BE -. An announcement of a RIF, TOF, or 
realignment, will have a disruptive effect on the work force and manag-t. 
These disruptions m y  be minimized by careful planning. A local plan should be 
developed outlining the sequence of events and time phasing of the planned 
action. This assures that all actions are campleted within the period required 
by higher HQ or installation c d e r s .  

a. Management officials (cca~pnanders and activity/organization/department 
heads, managers, and supervisors at all levels) and CPOs will-- 

(1) Carefully coordinate and implemnt joint managemnt-CP0 actions to 
lessen the need for RIF and reduce the number of employees to be affected. 



(2) Be sensitive w i t h  respect to the timeliness of recruitment 
cessation in relation to preliminary phases of any irrp?erading FUF. Since 
vacancies are significant assets during a RIF, it is inportant that recruitment 
cease sufficiently before a FUF to make a positive difference when a RIF is 
carried out. All vacancies that are available to place affected enployees can 
relieve the total inpact of a FUF. 

( 3 )  Keep the work force and union advised of reductions. Ccrmolnicate 
placemnt and FUF policies and procedures to qloyees and union 
representatives. Open cdcations w i t h  union representatives and enployees 
will forestall rurrrors and their adverse effect on mrale and the mission. This 
also helps enployees understand the reasons for the RIF and encourages them to 
continue work with as little disruption as possible. 

(4) Ensure that FUF actions carply w i t h  provisions of this chapter and 
prevent any action or practice to dpulate the RIF process or avoid 
assignment rights of carpeting qloyees. 

b. Management officials will-- 

(1) Timrediately contact the applicable servicing CPO for guidance and 
assistance when it becanes k n m  that civilian reductions my/will be required. 

(2) Provide written notice of civilian reductions to the servicing 
CPO, with a copy furnished to HQ USF'K, ATIN: OCPD, U n i t  #15237, APO AP 
96205-0010. The written notice will contain the follawing: name of the 
organizational element/function being reduced; cause/reason for the reduction; 
effective date of reduction; n u h e r  of personnel attached to the unit/function 
being reduced; and nunher of positions and personnel being affected by the 
reduction. 

(3) Identify affected positions. Provide the servicing CPO SF 52-Bs 
for all positions to be abolished. Withdraw or cancel invalid or rescinded 
personnel actions necessary to carry out the required personnel changes. 
Management officials will attenpt to provide the SF 52-Bs to the servicing 80 
at least 180 days before the desired effective date of the action. CPOs rely 
on thly receipt of SF 52-Bs to help in pre-RIF planning, advance written 
notice to affected enployees, notification to local union representatives, and 
reports to the CPD, USFK. 

(4) Release enployees receiving placent offer to vacant positions 
within 30 days of acceptance. 

(5) Accept enployees who have placement rights. 

c. CPOs will-- 

(1) Administer FUF, furlough, and TOF, IAW USFK Reg 690-1 and 
ccanponent procedures. 



USFK Reg 690-1 

(2) Inform the concerned local labor union chapter of projected or 
scheduled personnel actions as reguFred by the labor managemnt agreement. 

(3) Attempt to issue RIF notices to affected ccanpeting employees at 
least 120 days before the RIF effective date. In all cases, affected ccarq?eting 
employees must receive written notice not later than (NLT) 30 days before the 
effective date of the RIF action. 

(4 )  Notify management officials of projected placements affecting 
encumbered positions or vacancies. See chapter 2, paragraph 2-6, for 
information concerning when a management official cancels or withdraws a 
recruibnt action after notification that a vacant position will be filled by 
a RIF affected employee. 

( 5 )  Provide FUF reports to the CPD, USFK (content and frequency as 
requested by the CPD, USFK). 

(6) Issue an SF 50-B to assign the employee to a different position, 
to separate the employee fram the rolls, or to furlough the employee (if 
applicable). Chapter 10 provides guidance on recording separation actions. 
See F P M  Suppl 296-33 for guidance on recording other placement actions. 

( 7 )  Maintain detailed records of decisions made while conducting the 
RIF and all facts used to determine qualifications for later review by higher 
authorities, management officials, and employees. Records are maintained for 
inquiries and appeals that m y  develop while conducting the RIF or after the 
RIF. CPOs will preserve all registers and records relating to RIF/TOF action 
for at least one year fran the effective date of the action or longer, if 
required by cmpnent policy. Army policy is contained in AR 25-400-2. 

d. The CPD, USFK, will notify the ROKG Ministry of Labor (PDL), USE'K KEU, 
and HQM of a FUF scheduled to affect a significant number of Amy employees. 
The Air Force, KOSA CPOs, and JLAC representative for U.S. Naval Forces, will 
notify thek cqnent HQ, as appropriate. 

e. Within EUSA, RMs will comply with chapter 2, paragraph 2-6, h e n  
organization or activity heads cancel or withdraw recruitmnt actions after 
notification of a mandatory placement. 

f. Employees will respond to any CPO request to review or update records 
and notices of proposed personnel actions, M;T the suspense date established by 
the CPO. 

g. Figure 4-1 clarifies joint mnagment-CPO actions and milestones. 

4-12. AILCEKNATIVE ACIIONS. When a RIF is anticipated, cca~lmanders will take 
action to lessen the likelihood of adverse effects on the KN work force. 
Possible actions to minimize the need for a RIF include-- 



a. Imposing a freeze on hiring and pramtions. 

b. Separating temporary employees whose appointmnt will expire on or 
shortly after the target date of the organization change. Management, 
considering availability of manpcwer resources, determines "shortly after". 

c. Identifying employees who are eligible for mndatory retirement on or 
shortly after the target date of the organizational change. 

d. Reassigning employees out of the qloying organization in which a 
reduction is planned into vacant continuing positions of the same value in the 
same CA. 

e. Abolishing APF or NAF positions occupied by family merher employees who 
will rotate on or shortly after the target date of the organizational change. 

4-13. PilPAlCT ANALYSIS. C d e r s  will analyze planned personnel action, 
from an econdcal and political point of view, to determine the impact on the 
camunity and on the carmmd. The follaJing will be considered in the 
analysis : 

a. KEU reaction to the planned action. 

b. Reactions from ROKG agencies, trade unions, and political parties. 

c. Pdverse reflection on the U.S. Anmy employer. 

d. k a l  economy unemployment situation. 

e. Possible absorption of separated employees into the local econcnny. 

4-14. KOREAN RGUXEE'S UNICN (KEU) PAKCICIPATION. Once ~~li~nagemmt 
decisions have been made, notification to union officials having exclusive 
recognition should be made according to the locally negotiated agreement. 

a. Retention registers are used in a RIF to determine which employees are 
retained and separated. wloyees are assigned to retention registers based on 
the position they officially occupy. 

b. wloyees listed on retention registers. CPO will list on the 
retention register the name of each employee, except as provided in 
subparagraphs 4-1- and 4-Ed, whc- 

(1) Is officially assigned to a position in the CL (including 
employees on paid or unpaid leave, or on detail to another position). 

( 2 )  Is temporarily pramted from the CL by temporary pramtion. 



( 3 )  Has received a notice of proposed CLG or reassignment due to 
unacceptable performance. 

( 4 )  Has received a notice of proposed r-al due to unacceptable 
performance . 

(5) As of the effective date of the FUF has received a f i n a l  written 
decision to D m  is listed on the retention register for the position to 
which they will be demoted. 

c. Ehployees listed apart fra retention registers. Certain employees 
officially assignedto positions in a CL are not included in the retention 
register for that level, butthey are listed on the same document. The 
employee must be remved frm positions in the CL by other than RIF before 
releasing any ccgopeting qloyee fran the CL through RIF action. The CPO 
enters on this separate list, in the following order, the name of each employee 
who-- 

(1) Is serving under a teqmraq appointment or temporary pramtion 
(with the expiration date of the appointment or pramtion). 

( 2 )  As of the effective date of the RIF, has received a final written 
decision to remove fram the position because of unsatisfactory performance. 
See chapter 10 for guidance on separations. 

d. Ehployees not listed. A former employee on active military duty 
(termination-military) with a possible future restoration right is NOT listed 
on either the retention register or the separate list. 

e. Order on a retention register. Employees are listed on a retention 
register in the follaving order-- 

(1) Within the CL, by %. 

( 2 )  Within each TG, by subgroup. 

( 3 )  Within each subgroup, by SCD for RIF. 

a. Each CPO will establish CAs foll&g major organizational entities and 
geographical boundaries. For example, all rmSA activities within the city of 
Pusan; the Defense Cdssary Agency serviced by the Seoul CPO; all Air Force 
activities at Kunsan Air Base. A minimum CA need not be larger than a local 
conmuting area. CAs will normally follow personnel management servicing 
boundaries unless the CPO servicing area is so large that relocation costs 
would be incurred administering RIF. Because several activities m y  be 
serviced by the same personnel office does not, of itself, require that they 



be placed in the same CA. Rrplayees within the organizational unit(s) and 
geographical location(s) defined are included in the CA. 

b. See subparagraph 4-3a for restrictions on establishmnt of new CAs and 
changing CAS. 

c. Enployees in a CA carpete only w i t h  each other, they do not ccanpete with 
employees in another CA. In any one RIF, a 80 m y  not use one CA for the 
first round of carpetition and a different CA for the second round of 
capetition. Separate CAs are established for APF and NAF. Under FUF 
procedures, APF ccanpeting employees do not have assignment rights to NAF 
positions and NAF ccanpeting enployees do not have assignment rights to APF 
positions. N(IIIE: An APF cc~npeting arplayee with no assignment right m y  
be offered placement to a NAF vacancy under the rules and procedures of chapter 
2 (chapter 2, subpara 2-8a). A NAF c~npeting employee w i t h  no assignmnt right 
may be offered an AE?F vacancy using the Rules and Procedures of chapter 2. 

4-17. CU4WF.m AREA. Each 80 is responsible for defining local ccxtnmting 
areas and applying the definition. The geographic extent of a particular 
ccnrmuting area will be determined based on such factors as distance, 
availability and adequacy of public transportation facilities, and travel time 
required for going to and frm work. There is no mileage standard to decide 
when two camps (bases or stations) would be in the same local carmuting area. 
Within the ROK, travel time of up to 2 hours, either alone or in carbination 
with a radius of up to 50 kilamters (approximately 31miles), is a c m n  
ccxtnmting time or distance. Tho hours travel t h  to work is not unusual 
because of congested traffic conditions. 

a. Each CPO (position management and classification with staffing 
concurrence) will establish CLs, i.e., groups of similar positions. In the 
first round of campetition, employees ccanpete to remain in the CL. In the 
second round of ccanpetition, qloyees ccanpete for assignment to positions in 
different CLs. 

b. See subparagraph 4-3a for restrictions on establishment of new CLs and 
changing as. 

c. A CL consists of positions in the CA that are in the same grade (or 
occupational level), same classification series. They are so similar in 
duties, responsibilities, qualification requirements (experience, training, 
skills, and aptitude), that the employees who occupy them could exchange jobs 
without undue interruption of work and without extensive (normally 90 days or 
less ) training. 

d. Separate CLs are required according to the follclwing categories: 

(1) By classification series. 



( 2 )  By pay schedule. For example, KGS and KWB are considered 
different pay schedules for RIF purposes. 

( 3 )  By type of work schedule. Separate Q;s will be established for 
positions filled on a full-th, part-time, or intermittent basis. 

( 4  ) By supervisory or nonsupervisory status. 

(5) By trainee status. Separate CLs should be established for 
formally designated intern positions filled by employees in positions having 
the characteristics described in chapter 1, subparagraph 1-6g. 

e. Where classification standards have been mrged or superseded, if the 
f o m  position(s) no longer exists, and successor positions could not have 
been in the same CL because the series was different, the enrployee m y  not 
retreat. 

f. CLs are not based on the personal qualifications or perfomce levels 
of individual employees. A position will not be assigned to a separate CL 
based solely on any of the follhg: 

(1) A difference in the number of hours or weeks scheduled to be 
worked by other than full-time employees who otherwise would be in the same CL. 

(2 )  A requirement to work changing shifts. 

(3) The grade promotion potential (full performance level) of the 
position. 

( 4 )  The age or sex of the incumbent of the position. 

4-19. EFFMJTIVE IIATE OF RFIIENTICN STANDING. 

a. Date of retention standing. An employee's retention standing is 
determined as of the date they are released fra a CL. Any TG change scheduled 
to occur during the notice pericd mst be considered in determining the 
employee's retention standing. For example, when an employee's TG will change 
fram TG I1 to I (upon completion of the trial pericd) during the applicable 
notice period. 

b. Date of FUF notices. The CPO must establish a single, official date, 
for issuance of specific notices for each FUF, in each separate CA. The date 
will be the same for determining retention standing for all cc-anpeting employees 
in the CA, even when circumstances require the CPO to issue sane individual 
notices after the uniform date. For example, if a CPO mst give a competing 
employee a new 30-day notice when it intends to take an action mre serious 
than first specified (subpara 4-30e). This new notice pericd does not change 
the dates under subparagraph 4-19a for determining the employee's retention 
standing. 
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c. Proposed r m a l  or  demtion. When an employee has a pending notice 
of proposed renova1 or  demotion and the f ina l  decision on the proposal is due 
before the effective date of the RIF, the 80 cannot determine the employee's 
retention standing unt i l  the f ina l  decision is given the employee. If  the 
f ina l  decision is t o  r m e  the employee frcanthe CL, the employee would not 
be a cmpeting employee i n  the CL. 

d. Exceptions. The retention standing of an employee ten-porarily 
retained in the i r  CL under a discretionary continuing or  temporary exception 
is determined as  of the date the employee would have been released fram the CL 
had the CPO not used the exception. This means the retention standing of an 
employee r d s  fixed as  of the day the enployee would have been released 
unt i l  the CPO ccanpletes the RIF action that resulted in the temporary 
retention. 

e. Coz~ection of error in retention standing. When a 80 discovers an 
error i n  the determination of an employee's retention standing, it w i l l  
correct the error and adjust any erroneous FUF actions IAW the employee's 
actual retention standing. 

a. Creditable service is USFK empl-t that meets the requirements for  
a particular type of benefit, such as leave accrual and RIF retention. 80s 
identify creditable service by establishing a SCD for  each employee on USFK 
Form 125 (Statemnt of Prior Service with U.S. Forces, Korea) or  Standard Form 
144 (Statement of Prior Federal Service) used by the & Force. SCDs are 
docvmented on SF 50-Bs. 

b. W i t h i n  each 'IG, employees w i l l  be l i s ted  by tenure subgroup. W i t h i n  
each tenure subgroup, enployees w i l l  be ranked by length of creditable 
service, i n  descending (highest t o  lavest) order according t o  the i r  SCDs. 

c. SCDs are determined using the following rules: 

(1) Appointmnt w i t h  a full-time or  part-time work schedule. 

( a )  If  a t  the time of appointmnt t o  a full-time or  part-time work 
schedule, the employee lacks prior creditable service, the SCD w i l l  be the 
same as  the calendar date (mnth, day, year) on which the enployee is 
appointed. 

(b)  When an employee does have prior service that is creditable, the 
SCD for  this purpose is the calendar date of the appointment, less the years, 
mnths, and days of the employee's prior creditable service. Previous 
part-time service w i l l  be ful ly creditable despite actual hours worked. 
Previous intermittent service is not creditable. 



(2)  Appointmnt with an intermittent work schedule. Effective January 
1994, SCDs for  intermittent employees w i l l  be dccwnented i n  OPFs and entered in 
the au tca~ ted  civi l ian personnel s y s t m  t o  identify the standing of erployees 
within TG 111. The SCD of an employee assigned t o  an intermittent work 
schedule w i l l  be established as follclws: 

( a )  An employee assigned t o  an intermittent work schedule on 
30 September 1993 w i l l  receive "grandfathered" credit for  continuous 
intermittent employment inaTlediately preceding 1 October 1993, under the service 
credit rules applied by the ccanponent before 1 October 1993. 

(b) Effective 1 October 1993, only the days t h a t  an intermittent 
employee is actually in a work/pay status w i l l  be creditable. 

(c) CPOs w i l l  recompute intermittent SCDs quarterly, effective with 
the quarter ending December 1993. 

(d) An erployee changed fram a full-time or p a r t - t k  work schedule t o  
an intermittent work schedule on or  a f t e r  1 Ocrtober 1993, w i l l  be credited w i t h  
any creditable service c q l e t e d  before the change. Effective on or a f t e r  1 
October 1993, any subsequent creditable service w i l l  be determined credited IAW 
subparagraph 4-20c(2)(b). 

(e) The CW w i l l  reccnnpute the SCD of an intermittent employee upon 
separation or  change f r m  intermittent t o  part- tk or full-time by applying 
the rules of subparagraph 4-20c(l) and 4-20c(2). 

(3)  CPOs w i l l  process SF 50-Bs t o  document changes in q l o y e e  SCDs. 

d. Limitations on SCD. 

( 1) Creditable service w i l l  not predate 1 December 1954 for APF, KOSA, 
or NAF employees formerly employed by the Army Recreation Services Operation, 
Korea. 

(2) Creditable service w i l l  not predate 30 April 1956 for all other 
NAF employees. 

(3)  Effective 1 July 1985, APF and NAF service, for which 
documentation is available, w i l l  be considered interchangeable for  RIF credit. 
This includes service on or  a f t e r  1 Dee* 1954 with the KSC. KSC service 
before 1 December 1954 is not creditable. 

( 4 )  APF service and invited contractor service done a f t e r  1 January 
1972 w i l l  be interchangeable. Enp?loyees converted, due t o  management-directed 
adion,  fram invited contractor t o  APF, or  vice versa, on or a f t e r  1 January 
1972, w i l l  receive credit  for  to ta l  continuous service done in either capacity 
before 1 January 1972. 



(5) A former USFK q l o y e e  drafted into the ROK Armed Forces 
(termination-military) and subsequently reenplayed under mandatory restoration 
rights (chapter 2) w i l l  be credited with the time spent in the ROK Armed 
Forces. 

e. Other factors. 

(1) Ehplayees who have been in a LNlP status for more than six months 
a t  the time the RIF occurs w i l l  have the amunt of M P  more than six months 
deducted f r m t h e i r  SCD. This does not apply i f  the employee was receiving 
capensation f r m t h e  OKP during the absence for a work connected injury or 
disease. 

(2) A l l  periods of absence without leave (AWL) of one or more days 
w i l l  be deducted f r m  the SCD. 

( 3  ) See chapter 7, subparagraph 7-& for factors a£ fecting the SCD 
(i.e., other deductions f r m  the SCD). 

f .  Breaking t ies.  If t w o  or  more enployees have the same SCD, the t i e  
w i l l  be broken based on service before 1 DecenS3er 1954 or 30 April 1956, see 
subparagraph 4-20d(l) and 4-20d(2), as applicable. Such service mst be 
supported by valid records, such as original personnel actions or payroll 
change slips. Ehployees with the least service w i l l  be affected f i r s t .  If 
this does not break the t i e ,  the employee whose job is being abolished w i l l  be 
released f r m t h e  CL. When none of the employees are those whose jobs are 
being abolished, the t i e  w i l l  be broken as f o l l m :  

(1) The employee w i t h  the most recent outstanding performance rating 
(OPR) w i l l  be retained. Only OPRs not more than 4 years old f r m  date of 
approval and received in  the CPO NLT 180 days before the FUF effective date 
w i l l  be used. 

(2) If none have received an OPR or i f  the most recent OPR was 
approved on the same date, the DOB w i l l  be used, with the oldest employee being 
retained. If a t i e  still exists, operating CPOs w i l l  seek the guidance of the 
CPD, USFK. NUl'E: This DOB rule applies only t o  ccanpeting employees. It 
differs f r m t h e  DOB rule appliedto nonccanpeting over age 60 employees under 
provisions of subparagraph 4-8a(2)(b). 

4-21. TENURE GtWPS AND StWGWOUPS. 'IGs and subgroups are as f o l l m :  

a. Tenure group. 

(1) Group I includes employees serving on permanent appointments who 
have ccanpleted the trial period. 
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(2) Group I1 includes employees serving on penmnent appointments who 
are serving a trial period. 

(3) Group I11 includes employees serving on temporary appointments and 
all intermittent. TG 111 employees are nonccanpeting employees who have no 
assignment rights. The retention standing of enployees in this TG must be 
identified to apply FUF preplaming and pravisions of paragraph 4-9. 

b. Within each TG, by preference subgroup. Subgroup A is first, f o l l d  
by subgroup B, f o l l d  by subgroup C, and last by subgroup D. Preference 
subgroups (and the Army Civilian Personnel System (ACPERS) codes that represent 
the applicable subgroups for employees of Army) are identified belm. 

(1) Subgroup A (ACPERS H) includes veterans permanently disabled 
because of a military service-conneded injury or disease and veterans who 
received the Taeguk or Ul-chi Medals, Medal of Honor, or Distinguished Service 
Cross. 

(2) Subgroup B (ACPERS E) includes wartime veterans who served in the 
ROK Armed Forces during the period 25 June 1950 to 27 July 1953 (in the Korean 
conflict) or during the period 1 July 1963 to 31 March 1973 (Vietnam). Vietnam 
veterans must have served in the Republic of Vietnam or its offshore waters 
during the cited period. Military service must be verified by the appropriate 
ROK military service branch. 

(3) Subgroup C (ACPERS K) includes employees who are receiving or who 
received ccanpensation frcnn the OWCP (or NAF Ehployers Self-Insurance Service) 
for a permanent job-related disability sustained while employed with USFK. 

( 4 )  Subgroup D (ACPERS B) includes all other employees. 

4-22. FIRST FUXJND C(MPE;TITI(Xl - WELEASE FRaM C(3MPGTITIVE LEVEL. 

a. Coverage. First round ccanpetition provides a means to avoid or 
decrease the necessity fur RIF in the CA. This paragraph explains-- 

(1) Ccanpetition to remain in a CL or to be reassigned to a vacant 
permanent continuing position at the same grade or rate of pay, in the same CA, 
in the same or a different CL. 

(2) Other actions a CPO will take to minimize the release of permanent 
employees frm a CL. 

(3) The order of release of enployees from a CL. 



b. Movement w i t h i n  a CL-- 

(1) when a cqting qlayee' s position is abolished, the enplcryee is 
not autarrratically released frcan their CL. The CPO mst first release 
noncapting employees occupying penmnent positions and other enployees 
specified in subparagraph 4-22c(1). Subsequently, carpeting employees m y  be 
reassigned (same gradelrate of pay), to vacant per~~nent continuing positions 
w i t h i n  the CA; in the same or different CL. Sane qualifications requirements 
may be waived (see para 4-27). 

(2) A ccanpeting qloyee whose position is abolished, has a right to 
another position in the CL as long as they are not the lowest-standing 
employee. If the qloyee in the abolished position is the luwest standing 
employee, they are the one released £ran the CL. Similarly, when satisfying an 
assignment right of an qloyee frcan a different CL, a CPO is not required to 
offer the job of the lwest-standing enplcyee. Instead, it may reassign 
eqloyees within the CL and offer any position in the CL as long as the 
assignment right is satisfied and the proper order of release £ran the level is 
folld. This order of release frcan a CL and permitted exceptions are 
discussed in subparagraph 4-22c and d. 

c. Regular order of release. After ccanpliance with paragraph 4-8 and 
before a ccanpeting employee is released frm the CL, the CPO rrolst first release 
£ran the CL, each employee- 

(1) Serving under a temporary prcarrcrtion to a position in that CL. 
Enployees are returned to their v e n t  positions of record, or equivdlent. 

(2) Who has received a written decision of separation because of 
unacceptable performance fra a position in that CL. 

(3 )  Serving under a specifically limited temporary appointmnt to a 
position in that CL. 

(4) Ccanpeting employees. After a 80 has released all nonccanpeting 
employees occupying permanent positions, it selects ccanpeting employees for 
release in the inverse order of their retention standing beginning with the 
qloyee having the lcrwest standing. Group I11 employees occupying penmnent 
continuing positions are released before any enployee in group I1 is released. 
All employees in group I1 are released before any enployee in group I is 
released. Further guidelines for release are given belm. 

(a) All emplqees in sulx~~oup D (ACPERS B) are released before any 
enployee in subgroup C (ACPERS K) is released. All qloyees in subgroup C 
(ACPERS K) are released before any employee in subgroup B (ABERS E) is 
released. All esnployees in subgroup B (ACPERS E) are released before any in 
subgroup A (ACPERS H) . 



(b) Within each subgroup, ertployees are released i n  the order of the i r  
SCDs, beginning with the mst recent SCD. When employees i n  the same retention 
subgroup have identical SCDs and are t ied  for release, the CPO determines the 
order the t i ed  employees are released IAW subparagraph 4-20f. See subparagraph 
4-22d for  exceptions pertaining t o  this regular order of release. 

d. Exceptions t o  regular order of release. A CPO may release a campeting 
employee from a CL, while retaining in that  CL, another carpeting q l o y e e  w i t h  
lmer retention standing, only i f  the action i s  authorized as  a discretionary 
or liquidation exception. 

(1) Discretionary continuing exception. A CPO may make a continuing 
exception t o  the regular order of release t o  keep an employee in a position 
that no higher standing employee can take over within 90 days and without undue 
interruption t o  the organization. For example, this may be used t o  avoid the 
interruption or  untimely termination of a work process vital. t o  a "cr i t ical"  
defense capability. Examples are: There w i l l  be a direct and detrimentdl 
impact on the ccanbat readiness and war  fighting capability of a un i t  or  
significant portion of the force. A unit would not benefit f r m  an added war  
fighting capability because a mdernization system w i l l  not be fielded t h l y .  
T h i s  exception m y  be mde only t o  retain an en-ployee whose assignment w i l l  
l a s t  m r e  than 90 days beyond the effective date of the RIF. 

(2) Discretionary temporary exception. A CPO may d e  a temporary 
exception t o  the regular order of release for  not m r e  than 90 days when needed 
t o  retain an employee for  90 days or less a f t e r  the effective date of release 
of a higher standing employee f r m  the same retention register. A CPO m y  use 
t h i s  discretionary temporary exception for any of the follaving reasons: 

( a )  Continue an activity without undue interruption. 

(b) Satisfy managemnt's obligation t o  provide a c m p t i n g  employee a 
f u l l  30-day notice when the employee is absent f r m  the duty station and cannot 
receive notice the s m  day as other employees or  when a new notice must be 
given. 

(c) Benefit an employee when the t a p r a r y  exception does not 
adversely affect  the rights of any higher standing employee who is released 
ahead of a 1- standing employee, e.g., re taining an employee on sick leave 
unt i l  the sick leave is exhausted or the employee has recovered. The temporary 
retention may exceed 90 days but m y  not exceed the date the employee's sick 
leave is exhausted. 

( 3 )  Liquidation exceptions. When a l l  positions in a CA w i l l  be 
abolished within 90 days, the CPO must release the enployees in subgroup order 
but may release them despite the i r  retention standing within a subgroup. A CPO 
may use both discretionary continuing exceptions and discretionary temporary 
exceptions during a liquidation. When a CPO uses the liquidation provision, it 
must notify the a f feded  employees and give the date the liquidation w i l l  be 
completed. 



e. Notice to higher-standing employees. When an employee will be 
retained-- 

(1) Under a discretionary continuing exception, the CPO mst give 
written notice of the exception and the managemmt reason for it to each higher 
standing employee reached for release frm the sam retention register. 

(2) Under a discretionary tqrary exception for mre than 30 days 
after the date a higher standing employee is released frcan the sane retention 
register, the CPO rmst give written notice to the higher standing employee. 
The notice mst state the exception, the management reason for it, and the date 
the 1-r-standing employee's retention will end. 

f. The CPO will record on the retention register the reason for any 
exception to the regular order of release. In addition, when a discretionary 
tqrary exception is made, the C W  will list on the retention register 
(opposite the name of the lower-standing qloyee), the date retention will 
end. 

g. Figure 4-2 sumnarizes first round cclmpetition. 

h. Action follming release £ran CL. A carpting qloyee reached for 
release frcan a CL may have a right to be assigned to another position. 
Assignment rights are called b q  and retreat. When the employee has no right 
of assignment to another position or turns d m  an offered position satisfying 
the assignment right, the 80 may separate (or furlough, if applicable) the 
employee under FUF procedures. If a furlough is not appropriate, the employee 
m y  be separated. An employee may not be separated while a lcwer-standing 
employee in the same CL remins on furlough. 

a. Coverage. Assignment rights are the second round of carptition when 
employees ccanpete for jobs in other as. This paragraph explains a ccanpeting 
employee's eligibility, follwing release frm a CL under procedures of 
paragraph 4-22, to be assigned to either a vacant or enambered continuing 
position. n; 111 employees do not have assignment rights. 

b. Basic rights. When a cclmpeting enployee is released frm a CL, the CPO 
determines whether the employee has a bump or retreat (assignment) right to an 
available position, as defined in subparagraph 4-2%. 

( 1) When an qloyee has an assignment right, the 80 will offer the 
position (or an available equivalent one). To satisfy an employee's assignment 
right, the CPO may offer the employee a vacant position equal to a position 
that the employee is entitled, based on bump or retreat rights. When an 
employee refuses an offer, the CPO can separate the employee (or furlough the 
employee, if applicable). 



(2) If a ccanpeting enplayee has no assignment right, the 80 can 
separate the employee. When possible, the 80 will offer the employee a vacant 
continuing position or a vacant or encurbered tesnporary or intermittent 
continuing position in the CA instead of RIF separation. Offers mde under 
this authority cannot violate the assigrnwnt rights of any other ccanpeting 
employee and will be based on subgroup superiority. 

c. Extent of offer. An available position satisfying an assig~lrrrent right 
or offer extended under second round canpetition must met the conditions 
described in subparagraph 4-23c(1) through (6). The available position must-- 

(1) Be a continuing position in the same CA. 

(2 )  Be the sillrvt grade or no mre than three grades or three-grade 
intervals (or equivalent) belm the position that the errp?loyee is released 
f ran. 

(3) Be one that released employee meets qualifications. If offering a 
vacancy, waiver prwisions m y  be applicable. 

(4) Have a representative rate no higher than the representative rate 
of the position that the employee is released frcnn. 

(5) If encumbered, be occupied by another employee subject to 
displacmt by the released employee. 

( 6 )  Have the same type of work schedule (e.g., full-time, part-time, 
or intermittent), unless retreating or offering a vacancy. 

d. Determination of best offer. When more than one available position 
will satisfy an employee's assignment right, the enployee is entitled to the 
position offer with the grade or representative rate equal or closest to the 
grade of the position from which released. When two or more positions exist, 
all with the s m  grade or representative rate, the CPO m y  offer the qloyee 
any one of them. An employee has no right to choose a position. In 
determining the best offer-- 

(1) A vacant permanent position will be deemed the better offer than 
an encumbered position. 

( 2 )  A lwer graded permanent continuing position is deemed the better 
offer than a temporary continuing position. 

( 3 )  A vacant pement position at the same grade level will be deemed 
the better offer even if the work schedule is part-time. NUl!E: Under 
procedures of chapter 2, full-time qloyees given part-time employment through 
FUF procedures receive priority consideration for full-time positions. 

e. Comparing positions. 



(1) When a caparison of positions in different work schedules (for 
example, full-time versus part-thile) or pay schedules are needed to determine 
the best offer, the CPO will apply the follhg procedures: 

(a) Multiply the representative rate of the full-time position by 
2,080 hours to arrive at the annual salary. 

(b) Multiply the representative rate of the part-time position by the 
scheduled hours per week times 52 to arrive at the annual salary. 

(c) The position with the highest annual salary constitutes the best 
offer. 

(dl Representative rates are basic rates without augmntation for 
wertime, night differential, etc. 

(2) The CPO will apply the procedures of subparagraph 4-23e above to 
determine when a cchnparison of positions is needed to establish equivalent 
grade levels. The caparison is used to determine an employee's eligibility to 
bump or retreat to a position in a different pay schedule. When the apprwal 
of new pay rates has been announced before the date of notices and the new 
rates will be put into effect by the effective date of the RIF, the new pay 
rates mst be used. 

f . Limits on position offers. A cclmpeting employee is entitled to only 
one proper offer and is entitled to no further offers upon acceptance or 
rejection of an offer, or failure to reply to an offer. Despite an eqloyee's 
entitlerent, the CPO will continue to monitor changes that m y  give a better 
offer to an employee. The 80 will make a better offer if a position 
constituting a better offer beccanes available on or before the effective date 
of the RIF. It mkes no difference whether the employee has accepted or 
rejected a previous offer. A better position m y  beccane available when another 
employee rejects an offer or vacates the position, e.g., by resignation or 
death. For example, if the best offer that can be mde initially to a KGS-11 
is a KGS-7 position and a KGS-9 position became available later (but still on 
or before the FUF effective date), the CPO mst offer the KGS-9 position 
regardless of the employee's acceptance or rejection of a KGS-7 position. 

g. Alternative offer. After determining an employee's assignment right, 
the CPO, at its discretion, also may mdke an alternative offer of a vacant 
position. The position mst have the same or a 1- representative rate than 
that of the position to which the enployee is entitled. The alternative offer 
m y  be a second offer of RIF assignment to a vacant position instead of FUF 
separation or other RIF action. For exarrp?le, this option could permit the 
employee to continue working in the same ccamnrting area rather than displacing 
a lmer-standing employee at a different duty station within the CA. This 
option could also be used to allm the enployee to remain in the same line of 
work rather than displacing a lmer-standing employee in a different program 



within the CA. In nraking an alternative offer of a vacant position w i t h  a 
lclwer representative rate, the CW mst ensure that the employee also has 
received notice of their entitlarent to a position with a higher representative 
rate. An offer made under this authority cannot violate the assignment rights 
of any other competing eqloyee. 

h. Using vacancies to satisfy an assigrrment right. 

(1) A CPO may satisfy an employee's assignment right by assigning the 
employee to a vacant position in the same CA having a representative rate equal 
to a position that the employee wculd be entitled based on bump or retreat 
rights. A 80 also may offer a ccanpeting errp?loyee assignment to a vacant 
position instead of separation by RIF. 

(2) When a CW uses a vacancy as an offer of RIF assignment, the 
employee's right to the position is determined in the sam way as bump or 
retreat. This mans that the vacant position mst be in the same CA, no more 
than three grades or three-grade intervals (or equivalent), belw the positions 
held by a released employee. The right to the position is based on subgroup 
superiority as long as no employe has a retreat right to it. These 
requirements are applied as follms: 

(a) If one employee is released frcan a CL and only one vacancy exists 
within the bump grade limits, the CPO offers that vacancy. 

(b) If one employee is released frm a CL and there are several 
vacancies witkin the three grade/three-grade interval limits, the employee is 
entitled to the vacancy with the highest representative rate. The employee has 
no right to choose a position. 

(c) Wo employees, a KGS-11 in subgroup IB and a KGS-9 in subgroup IA, 
are released frm their CLs. Two available vacancies exist at KG-9 and KG-7, 
then the KGS-9 enployee is entitled to the KG-9 vacancy because of subgroup 
superiority. 

(d) Severl employees, all in the same subgroup, are released frm the 
CLs. Several vacancies exist within the three grade/three-grade interval 
limits, the CW will offer the vacancies to the employees unless this would 
violate an employee's retreat right. 80s will use SCDs in determining which 
position to offer the qloyee (for example, two KGS-12 employees in the same 
subgroup are released and two vacancies exist, a KGS-12 and a KGS-11. Enployee 
A previously held the KG-12 vacancy. If employee A has an earlier SCD 
(721215) than employee B (740710), then employee A is entitled to the KGS-12 
because of a retreat right. If employee A has a later SCD (761010) than 
employee B (750606), the 80 will offer the vacancy to the employee with the 
earlier SCD) . 



i. Using vacancies to place employees instead of FUF separation, or other 
RIF actions. A ccanpeting employee identified for release frm the CL under 
first round captition will be granted assigrrment rights that will yield the 
best offer to a position frm the follawing options. Positions offered under 
subparagraph 4-23i(1) through (7), will be continuing positions within the same 
CA. 

( 1) Reassisnm~~lt to a vacant position (same grade) for which fully 
qualified. Qualification requirements m y  be waived as specified in paragraph 
4-27. This includes displacement of noncapeting employees occupying permanent 
continuing positions and placement into part-tirrre continuing positions. 

(2) rn an employee in a lmer TG, or in a luwer tenure subgroup 
within the released employee's am TG, who occupies a position at the same 
grade level and for which the released enployee is qualified. 

(3) Retreat to a currently encumbered position (same grade level) 
fomrly held, or essentially identical with one previously held, that is 
currently encumbered by an employee with laver retention standing (e.g., later 
SCD) in the same tenure subgroup. 

(4) a to a vacant position no mre than three grades or three-grade 
intervals belaw the position frcm which the employee is released. 

(5) an employee in a laver subgroup who occupies a position no 
mre than three grades or three-grade intervals belm the position frcnn wkich 
released and for which the employee is fully qualified. 

( 6 )  Retreat to a position formerly held, or essentially identical with 
one previously held, which is currently encumbered by an employee with laver 
retention standing (e.g., later SCD) in the same tenure subgroup. Ehployees 
cannot retreat to positions mre than three grades or three-grade intervals 
belaw the position fram which released. 

(7) Displace temorary or intennittent msition. When a 'IG I or I1 
employee has no other RIF assignment right, the CPO will offer a vacant or 
encumbered, tenporary or intermittent position. The position mst be the same 
grade or no mre than three grades or three-grade intervals belaw the position 
fram which the employee is released. 

j. See figure 4-3 for a smtmry of second round capetition. 

a. Bumping is an employee's right of assignment to a position occupied by 
another employee in a luwer TG, or laver subgroup within the released 
enployee's am TG, in another CL. Enployees cannot bump to a position in a 
different CA. An employee cannot bump fram a higher to a laver work schedule, 
e.g., fram a full-time job into a part-time job. Upon release fram a CL, an 



employee is entitled to retreat to an available position that requires no 
reduction, or the least possible reduction. The occupied position must be 
the same grade or no mre than three grades or three-grade intervals (or 
equivalent), belaw the position fran which the employee is released. 

b. Subgroup superiority. Bumping requires subgroup superiority. The 
requirements that the occupied position is held by an employee in a l m r  
subgroup means-- 

(1) A subgroup IA employee has bumping rights over employees in IB, 
IC, ID and group 11. 

( 2 )  A subgroup IB employee has bumping rights over employees in IC, 
ID, and group 11. 

(3) A subgroup IC employee has bumping rights over employees in ID and 
group 11. 

( 4 )  A subgroup ID employee has bumping rights over employees in group 
11. 

( 5 )  A subgroup IIA employee has bumping rights over employees in group 
IIB, IIC and IID, etc. 

a. Retreating is an employee's right of assignmnt to a position formerly 
held, or essentially identical with one previously held. The position 
retreated to is occupied by a 1-r-standing employee (later SCD) in the same 
tenure subgroup in a different CL. When retreating, employees can displace 
employees with different work schedules, for example, full-time to part-time, 
part-time to intermittent. But intermittent employees may not retreat to 
part-time or full-time positions and part-time employees may not retreat to 
full-time positions. Upon release from a CL, an employee is entitled to 
retreat to an available position that requires no reduction, or the least 
possible reduction, when the occupied position is-- 

(1) Held by an employee with a later SCD in the same subgroup. 

( 2 )  The same grade or no mre than three grades or three-grade 
intervals belaw the position from which the employee is released. 

(3) The same position, or essentially identical with a position 
previously held as a campeting qloyee. 

b. Restrictions. Employees do not have retreat rights to positions to 
which they were detailed, temporarily pramoted or held as a nonccenpeting 
employee in TG 111. Also, simply being qualified for a CL or a position does 
not confer retreat rights (see examples in subpara 4-25g). 



c. kwer  standing in sam subgroup. The occupied position mst be held by 
an employee w i t h  a later SCD in the SAME subgroup (see exarrples in subpara 
4-25g). 

d. Extent of retreat rights. An q l q e e  CANWV retreat to a job in a 
different CA. An employee may retreat to a job in the merit CA that is 
essentially identical w i t h  one previously held in the same or a different CA in 
the present errpluying activity or a different employing activity. A current 
APF or NAF qloyee may have retreat rights to equivalent positions held as a 
contract qloyee. Retreat rights are given when there was a mss transfer of 
the activity frm the contractor to APF or NAF. The mass transfer mst be 
officially dccumnted in the employee's OPF w i t h  an SF 50-B. For example, the 
changing of the Directorate of Engineers from a contract operations to 
appropriated funded operation. The CPOs will ensure that the enq?loyee meets 
the qualification requirements. The classification of the former contract 
position must be in line with USFK classification guidelines. Other changes 
frm contractor to APF to NAF do not confer retreat rights. 

e. Essentially identical position. In determining retreat rights, a 
position is considered essentially identical with one previously held, if the 
employee held the previous position as a ccanpeting qlayee. The CPO 
determines, based on the information available, that the encumbered position is 
enough alike that they would be in the same CL, if they were in the same CA 
(see examples in subpara 4-25g). 

f. Retreat rights are usually to positions of 1aer grade. To qualify for 
retreat rights to the current/sam grade, an qloyee mst have formerly held 
the position as a ccanpeting qloyee at the present grade, in effect, to have 
held a grade in the past (as a carpeting qloyee) that is higher than the 
present grade. 

g. Examples of when retreat rights do/do not apply-- 

(1) A group I, subgroup A (IA) qlayee m y  retreat to a position 
previously held but naw held by another IA with less service. He may not 
retreat to a position held by a group 11, subgroup A (IIA) employee since 
assignment to a l a v e r  subgroup is a b q .  

(2) A IA employee with a SCD of 1 October 1982, m y  displace another 
LA with a SCD of 15 October 1982. 

( 3 )  An employee officially held position A, was detailed to position B 
at the same grade level and subsequently was prmted to position C. The 
employee has a retreat right to position A, but does not have a retreat right 
to position B, because the employee was only detailed to position B. 



4-26. QCtALIFICATION STANMUD. To be fully qualified for assignment to a 
vacant or encumbered position under procedures of this chapter, the CPO must 
establish that-- 

a. The employee meets all established standards and requiremnts for the 
position (USFK Reg 690-118), unless a qualification waiver is permitted and 
approved. 

b. The employee's docu~[y3nted work history, including licence of 
experience, identifies a positive ability to take over the duties of the 
position. The employee must be able to successfully acccgnplish all critical 
requirerraents of the position upon assi-t to it, without undue 
interruption. Bona fide occupational requirements necessary for successful 
performance on the job will be considered. The employee will not be 
disqualified solely because they have not worked for same time in the 
particular function or occupation. 

c. Assignment rights will not be denied solely because an employee on 
leave of absence due to a ccsnpensable injury is not physically qualified for a 
position when the disqualification results frm the ccnnpensable injury (see 
chapter 5). The employee must be afforded appropriate assignrraent rights. 

4-27. QUALIFICATION tSUNERS. 

a. Except-as specified in subparagraphs 4-27c and 4-27d, CWs m y  waive 
qualification requirements prescribed in USFK Reg 690-118 to offer current 
employees, who have received separation notices, placement to vacant 
positions. The placement offer will be at the sane grade or no mre than three 
grades or three-grade intervals below the position £ran which the employee is 
released under procedures of this chapter. 

b. To invoke the waiver provision, the CPO must determine that the 
employee has the capacity, adaptability, and special skills, needed to perform 
satisfactorily the duties and responsibilities of the position. Such waivers 
must be agreed to by the gaining supervisor and will be fully docurr\ented. 

c. CPOs will not waive-- 

(1) - . . 
education requFrements. 

(2) Physical fitness standards and employment age requirements for 
placement of current employees to fire fighters positions. 

d. In an effort to minimize disruption to the work force, the CPO may 
waive qualifications for employees who have received RIF notices of a CLG to 
vacant positions. This may only be done after all cqting employees have 
received their assignment rights under RIF. This waiver  may not be used to 
assign an employee to a position with a higher representative rate than the 



current position held. This discretionary a s s i m t  practice mst only be 
used when it will avoid the disruption of three or mre employees affected 
under a RIF. 

4-28. m E S  AND GRADE--. 

a. Grades versus grade-intervals. The grade progression of the position 
frm which the emplayee is released determines the employee's assignment 
right. Scan= K G  jobs have a one grade progression, e-g., KGS-5-6-7-8; others 
have a two-grade, or other mlti-grade progression, e.g., KG-5-7-9-11. 

(1) The difference between successive grades in a one-grade occupation 
is a "grade" difference and the difference between successive grades in a 
&ti-grade occupation is a "grade-interval1 difference. 

(2) In a RIF, KGS employees are a l l 4  assignment rights to positions 
three grades, or three-grade intervals, 1- than the positions from which 
released. Once this range is determined, employees have assignment rights to 
positions at all grades w i t k i n  the grade-interval limits, including positions 
in intervening grades. Examples include-- 

(a) An employee released frm a KG-11 position in a two-grade 
interval occupation that progresses KGS-5-7-9-11, has assignment rights to 
three-grade intervals laver to KG-5 (including KGS-6, -8, and -10). 

(b) An employee released frcnn a KGS-9 position in a one-grade 
occupation that progresses KG-6-7-8-9 has assignment rights to three grades' 
lwer to KG-6. 

b. The lest grade to that an qloyee  m y  burp or retreat is based on 
the position fran which released despite h w  the employee progressed to that 
position. For exarrp?le, an employee m y  have been reassigned £ran a one 
grade-interval job to their current two grade-interval job. CPO determines the 
lawest grade to which an employee is entitled and whether any available 
positions exists within these grade limits. 

c. Determination of grade interval progression in KWB positions. An 
employee released £ran a foreman position has assignment: rights to intervening 
leader, a cabination of intervening leader and journeyman level positions. 
Assignment rights are limited to three grades, depending on the normal line of 
progression within the CA. For exarrp?le: When the normal line of progression 
for a KWB-12 is determined to be KWB 6-7-10-12, the KWB-12 has assignment 
rights to positions as law as KWB-6. NIIIIE: Once the normal line of 
progression is established for a particular series and grade level, the same 
grade level limits for assignment rights are applied to all employees in the 
series and grade level, without regard to an employee's actual progression. 
Determination of grade limits belw the starting point of the normal line of 
progression is mde on a one-grade basis. 
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d. USFK Reg 690-118 and USFK Pam 690-500 provides further guidance on 
determining the applicable three grade or three-grade interval range. 

e. Comparing positions. When two positions are in different pay 
schedules, representative rates are used to determine equivalent grade levels 
and the best offer. To determine if a position in a different pay schedule is 
within the bump and retreat grade limits, the CPO uses the representative rate 
for the employee's current position. The representative rate is also used to 
determine the lawest grade that the employee has bump and retreat rights. 
These are carpared with the representative rates in the different pay schedule 
to determine the range of grades the employee m y  be assigned to in the other 
pay schedule. The highest grade permitted is the highest grade with a 
representative rate that does not exceed the representative rate of the 
employee's current position. The lmest grade permitted is the grade with a 
representative rate that is not less than the representative rate of the l-st 
grade to which the employee has bump and retreat rights. 

4-29. OFFERING AND INTERMI'JTENT POSITIONS. Offers of continuing 
temporary and intermittent positions will be made based on subgroup 
superiority. 

a. The order of placement to vacant or encumbered positions is as 
follows: temporary full-time; tempor- part-time; intermittent. 

b. If an offer mde under subparagraph 4-23i(7) is accepted-- 

(1) The employee retains eligibility for RIF placement provisions of 
this chapter; the CW continues to mnitor changes that might result in a 
better offer before the RIE' effective date. Additionally, the employee is 
eligible for mandatory placement by priority group (see chapter 2) until the 
effective date of conversion to the temporary or intermittent position. If the 
employee is subsequently offered a better offer during the RIF notice period, 
the placement to the temporary or intermittent position will be cancelled. 

( 2 )  The aployee will not retain their status or tenure in the new 
position. The employee will be converted on the effective date of the RIF (or 
earlier if released earlier) to the temporary or intermittent appointment. The 
employee's status and tenure are changed to temporary (or intermittent) TG 111. 

( 3 )  An employee subsequently terminated from a placement effected 
under subparagraph 4-29c(2) due to management action, m y  only be registered on 
the ARPL of the separating CPO (see chapter 2). 

c. If the offer made under subparagraph 4-23i(7) is g accepted, 
subparagraph 4-29b(2) will apply. The employee m y  register on the separating 
CPO' s ARPL, on the effective date of separation, if otherwise eligible. 



4-30. RIF NOTICES. 

a. FUF notices w i l l  not be delivered and RIF separations w i l l  not be 
effected during the period 20 December through 10 January. 

b. CEOs w i l l  a t t q t  t o  issue notices (bilingual; general or  specific) t o  
ccanpeting enployees affected by a FUF a t  leas t  120 days before the effective 
date of FUF. 

. . 
c. M.mmnn notice period. N e i t h e r  the date of receipt, nor the RIF 

effective date, m y  be counted i n  c q u t i n g  the notice period. The notice 
period begins the day after the q l a y e e  receives the FUF notice. The minirrarm 
permissible advance natice periods before the effective date of the proposed 
action (exclusive of both the  date of receipt by the employee and the effective 
date) are-- 

(1) Ccrmpeting q l a y e e s  - 30 days before the effective date. 

(2) Lmg-temtenporaries - 14 days before the effective date. 

(3)  Other temporaries and intennittent - 7 days before the effective 
date. 

(4) Family member q l o y e e s  occupying positions n o d l y  designated 
for  KN occupancy - 60 days before the effective date. 

d. A general notice is given when the specific action cannot be determined 
a t  leas t  30 days before the FUF effective date. It tells an q l o y e e  that a 
RIF action may be necessary and that  the specific action has not been 
determined. CEOs may issue a specific RIF notice a t  least 30 days before the 
RIF effective date. A general notice may be issued at least 30 days before the 
FUF effective date, but it mst be follmed with a specific notice a t  leas t  10 
days before the RIF effective date. 

e. New notice. An qloyee is ent i t led t o  a new notice and notice period 
of a t  leas t  30 days ONLY i f  a mre severe RIF action is identified a f t e r  the 
f i r s t  notice. (A change frcan a one-grade CLG t o  a separation is an example of 
a more severe RIF action. ) A new 30 day notice period is not required when an 
employee is offered the same or  a less severe RIF action than previously 
specified . 

f .  As a minir;olm, the general notice, with the subsequent specific notice, 
mst contain a l l  the information specified i n  subparagraph 4-30h for  a specific 
notice. 

g. The general notice alone mst, a t  a minirmrm, indicate tha t  the CPO w i l l  
issue a specific notice t o  the employee when it determines what RIF action, i f  
any, w i l l  be taken in the i r  case; and the date the general notice w i l l  expire 
unless it is renewed or  supplemented by a specific notice. 



h. As a minimum, a specific RIF notice will identify-- 

Specific action to be taken. 

Effective date of the action. 

Employee's CA, CL, TG and subgroup, and SCD. 

R-fployee's status during notice period. 

Pay information, when applicable. 

Displaced employee assistance information, when applicable. 

ARPL information, when applicable. 

Priority consideration, when applicable. 

Relocation allcrwance informtion, when applicable. 

(10) Employee's right to request review. 

(11) Where the employee m y  inspect the regulations and records 
pertinent to the employee's case. 

(12) If applicable, the reasons for re taining a laver standing 
employee under a mandatory exception, a discretionary continuing exception or a 
discretionary temporary exception. 

i. RIF letters will be prepared and distributed as follaus: 

(1) Separation (three copies). 

(a) Original to employee. 

(b) Acknowledgment copy in OPE'. 

(c) Third copy to employee's organization (destroyed after the 
employee has been separated). 

( 2 )  Reassignments in the same organization (same as above). 

(3) Reassignments to other organizations (four copies). 

(a) FFrst three copies, same as above. 

(b) Fourth copy to gaining organization. 



4-31. RELEASE OF m. The follaJing provisions apply t o  administering 
p l a c m t s  of q l a y e e s  affected by provisions of this chapter. 

a. The applicable 80 w i l l  notify the affected supervisor(s) of the 
effective date of the placement action. 

b. Effective dates w i l l  be a s  necessary t o  effect assignment and placement 
opportunities, assure proper advance notice periods, and ccanply w i t h  required 
effective date of RIF. 

c. Through m t u a l  agreemnt between organizations, and with 80 
concurrence, q l o y e e s  on permanent appointments may be detailed back t o  the i r  
former organization unt i l  a replacement is kired. This deta i l  may be either on 
a full-time o r  part-time basis. See further explanation of de ta i l s  in chapter 
3. 

4-32. STATUS DURING THE N(7I1ICE PERIOD. When possible, the employee is 
retained i n  an active duty status during the notice period. In an emergency, 
i f  the organization lacks work o r  funds for  a l l  or  part of the m i n h m  notice 
period, the employee may be placed on annual leave, o r  i n  a LWP status, with 
or  without the employee's consent. 

4-33. IUQIT TO RENIEW. An employee who receives a RIF notice may 
examine the  regulations and review related retention records a t  the servicing 
CPO. After reviewing the records, an q loyee  who believes that  FUF procedures 
have been incorrectly applied may request a review of tha t  action. 

a. The request mst be sut-anitted in writing t o  the servicing CPO within 10 
days a f t e r  receipt of advance notice of FUF. The request should specify why 
the employee believes the action t o  be taken is inappropriate. 

b. The CPO staff w i l l  ac t  on the employee's request within 7 days of 
receipt. I f  the CPO staff determines tha t  the action w i l l  be alluwed t o  stand, 
the request w i l l  be forwarded, with the CPO cc~mrents, t o  the USFK CPD for  
further review and final decision. The O D  w i l l  resolve the issue within 7 
days a f t e r  receipt of the request. 

a. Furloughs may be imposed when employees' services are not required 
during a temporary period up t o  one year. The one year l imit  begins the day 
a f t e r  the notice period ends and when the furlough begins. 

b. FUF procedures w i l l  be folluwed t o  furlough an q l o y e e  when the 
furlough w i l l  be for  mre than 30 consecutive days (or  mre than 22 work days 
i f  done on a noncontinuous basis) and is caused by lack of work or  funds or  
other nondisciplinary reasons. 
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c. A furlough for  30 days or less (or 22 workdays or  less  i f  done on a 
noncontinuous basis) is not a RIF action. When cvrtailment w i l l  l a s t  30 days 
or  less-- 

(1) The employees assigned t o  do the work may be furloughed. If  only 
part of the work m u s t  be curtailed, the employees w i t h  the least  seniority w i l l  
be furloughed. The SF 52-Bs identifying esnployees t o  be furloughed for 30 days 
or  less  and the reasons w i l l  be forwarded through appropriate channels t o  the 
CPO. Requests m u s t  be authenticated by the 80 and delivered t o  the affected 
employee a t  leas t  7 days before the effective date of the furlough. 

(2)  Enployees m y  request annual leave t o  the i r  credit, or W P ,  
instead of furlough, for  30 days or  less. 

( 3 )  Enployees w i l l  be returned t o  duty a f t e r  the n o m r k  period, 
unless notified in advance the need for  an extension of the furlough period. 

d. Restrictions. Furlough w i l l  not be used-- 

(1) When there is no intent t o  recall  the esnployee t o  duty i n  the same 
position within one year; or  

(2)  To furlough an employee w i t h  1- retention standing in the same 
CL where there is action t o  separate an employee through a RIF. 

4-35. lWNSER OF F'UNCfICN. This paragraph covers the right of employees t o  
acccmpny the i r  work when it moves t o  a different CA or  geographic location. 

a.  TOF occurs only when a gaining CA undertakes a class of activity it did 
not have before. A function is transferred when it is discontinued a t  one CA 
and reappears in identifiable form a t  one or  other CAs. A function tha t  does 
not reappear is abolished and employees assigned are subject t o  FUF a t  the 
losing activity.  

(1) TOF-Example 1. The civi l ian payroll function currently done by 
the c m d  Finance and Accounting Office under the supervision of the ACofS, 
RM, i s  transferred t o  a subordinate cammnd ccanptroller in another CA. The 
subordinate camnand ccrrrpstroller is not currently doing any civilian payroll 
function. There is a TOF and the emplayees performing the duties identified 
with the civi l ian payroll function in the cca-mmnd w i l l  be offered the 
opportunity t o  f o l l m t h e  function t o  the subordinate c-. 

(2)  TOF-Example 2. Realigment of mission support responsibility a t  
Camp A w i l l  resul t  in a decrease in their servicing responsibility. The 
servicing responsibility a t  Camp B, in another CAI tha t  provides identical 
services t o  the same custcaners w i l l  increase. There is no TOF. Ehployees a t  
Camp A, whose positions are abolished because of the decrease in mission 
support activity,  are subject t o  FUF procedures. 
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b. A function converted frcm APF to NAF; frcm APF to invited contractor; 
fram NAF to invited contractor; frcm KSC to other organizations, or vice versa; 
will be processed as a TOF. 

c. Effect on employees. 

(1) Qloyees will not normdlly be identified for 'IDF when their 
duties are prkily contingent upon maintenance, base operations support, and 
service work on fixed installations, real property, or equipnent. Examples 
include personnel engaged in maintenance of roads, grounds, buildings, and 
fixed equipnt, security guards, fire fighters, and boiler plant operators. 

(2) Qloyees have the right to acccanpany their function ONLY when a 
TOF occurs. Eligible enployees who decline to transfer w i t h  the function will 
be separated for declining relocation. But such enployees will be considered 
for vacant positions for which they qualify at the losing activity. 

(3) Although enployees may have been identified w i t h  a function, they 
may not actually transfer to the gaining activity. For exanp?le, the tatdl 
nmbr of enpluyees at the losing activity exceeds the nunher that will be 
authorized to do the function at the gaining activity. Employees in the losing 
activity will ccanpete on retention registers of the gaining activity before any 
actual physical m e .  Enplayees with the highest retention standing on the 
ccaobined retention register will be made offers for established jobs at the 
gaining activity. Ehployees surplus to the total needs of the gaining activity 
will be subject to RIF procedures in the gaining activity. Separation of 
employees of the losing activity, if required, will be at the losing area. 

(4 )  Errp?loyees within six mnths of reaching age 60 or older on the 
effective date of the TOF will not be offered positions outside the cmting 
area for which paymnt of a relocation alluwance would otherwise be authorized. 

d. Procedures. No less than 30 days before the TOF effective date, all 
employees identified with the TOF, will be notified of their rights in 
writing. The notice will say that it is proposed to continue the enployee's 
services in the position at the new location. The notice will serve as advance 
notification of proposed separation if the qloyee elects not to accept the 
job offer and that FUF procedures are not applicable. The employee will be 
advised to indicate a decision within 7 days frcm the date of receipt of the 
notice, whether they desire to accapaq the function to the new location. 
Bployees dissatisfied w i t h  the TOF action may follaw the procedures of chapter 
13, Grievances and Appeals. 

4-36. ASSISTAICE PROQ?AS. When a valid job offer (within three 
grades or three-grade intervals) is not available in the qloyee's CA, the 
follawing USEK placement initiatives will be used before the RIF separation 
effective date. 



Mandatory placements. Before the effective date of RIF, ccanpeting 
wlopes identified for  RIF separation are eligible for  mandatory placerent 
into vacant positions. Within the CPO serviced area, employees identified fo r  
RIF separation are priori ty group I and i n  other CPO servicing areas priority 
group 51. CPOs w i l l - -  

(1) Notify cmpeting employees of their  priority group I and I1 
during RIF counseling. 

(2 )  Administer placemmt of priority group I candidates IA?d chapter 2. 

( 3 )  Administer priority group I1 registrants, a s  follcws: 

(a) Identify the priority group I candidates who decide t o  register 
,ith &her CPOs as  a priori ty group I1 candidate. Eligibles should identify 
dl 4e~graphical areas of interest,  outside the current servicing BOW s 
,,,iced area, where they are willing t o  work. 

(b) Promptly furnish priority group I1 registration information t o  the 
CPOS iden t i f i ed  by priori ty group 2 candidates a s  areas of q l a y r r r e n t  
interest. A t  minirtorm, registration information w i l l  include: employee ' s f u l l  
n a r  DOB, current position t i t l e ,  pay plan, series, grade, TG and subgroup, 
SCD, date of RIF separation, and title, pay plan, series, grade of 

s ) for  which the employee is qualif ied. 

b. Voluntary placements belw three grades or three-grade intervals. 
C-ting employees scheduled for  separation due t o  RLF (no RIF offer) m y  be 
offered vacant positions, penmnent, short-term temporary and intermittent 

in the CAI i f  available, instead of RIF separation. U s e  of this 
i s  prohibited i f  the placement would preclude either a valid RIF 

offer: t o  another employee i n  the CA or  an opportunity t o  place m d a t o r i l y  a 
group I employee. These offers require concurrence of the employee. 

%loyees are enti t led t o  pay adjustments but w i l l  not receive saved pay. 

,, Offers extended under subparagraph 4-36a and 4-36b are not considered 
valid RIF offers; therefore, employees retain a l l  RIF rights. 

4-37. AREA REEMPUIYMENT PRIORITY LIST (APKL) . Ccrmpeting employees separated 
by R-F or, because they declined t o  relocate t o  a new c m t i n g  area, are 
eligible for  registration on the AWL. During separation counseling and 
processing, CPOS wi l l - -  

,, Advise el igible  employees of the ARPL and e t a i n  a register of 
separated employees requesting ARPL registration. Registration declinations 
,ill be documented by the CPO. 



b. Wise ARPL registrants-- 

(1) To keep the 80 advised of any subsequent change in their 
registration information ( e . g , mailing address or telephone ) or availability 
for esrrployment. 

(2) If they decline an offer of reenplaynu3ntto a continuing position 
at any grade, they will no longer receive consideration under the ARPL. 

c. Separating e@ayees who refuse a valid RIF offer under either fkst 
and second round capetition are ineligible for ARPL registration. 

d. The standard form for ARPL registration is USFK Form 138. 



When it becares knm that  reductions in the KN work force my  or w i l l  be 
required-- 

ACI'ION OFFICIAL RM3UIRED ACTION *ACTION MILFSTONE 

Organization --> Imrediately contact --> As soon as possible following 
m n a g m t  servicing W(s)  for knmledge of actions which my  
officials guidance/assistance and or will  result in reduction of 

notify the B D ,  USFK the work force. 
(via written notice t o  
servicing CPO w i t h  copy 
furnished B D ,  USFK) . 

Organization --> Init iate requests for --> Endeavor t o  provide requests 
m n a g m t  personnel actions on t o  the CPO 180 days before, 
officials affected positions. whenever possible. 

USFK CPD and --> Notify union (KmT) . --> 6 mnths before. 
servicing CPO 

Army, KOSA --> Notify ccanponent --> A t  least 14 days before. 
Air Force, HQ, egg-, Army (OCPD) 
and Navy w i l l  notify HQDA of 

FUF separations. 

CPD, USmt --> Notify ROKG MOL. --> 60 days before. 

Servicing CPO --> Notify employees of proposed 
RIF action in  writing-- 

Carpeting employees --> Endeavor t o  provide notice 
(TGs I and 11) 120 days before, i f  possible; 

i n  all cases, NLT 30 days 
before. 

Noncompeting employees 
(E 111): 
iong-t& --> 14 days before. 
Others and i n t d t t e n t s - - >  7 days before. 

*NOTE: Days are calendar days. "Before" means in advance of the effective 
date of the RIF action. The date of receipt by the employee and the RIF 
effective date w i l l  not be counted in ccxnputing the notice period. 

Figure 4-1. FUF Milestones. 



Canpetition to remain in the ccmpetitive level (a). 

When a 'IG I or I1 --> l3tployee is NcTr autos~tically released frm 
esrployee's position the CL. Actions taken under rules 1 and 2 
is abolished belcw may minimize disruption in the work 

force and n&e the release of a 
cametinq emloyee unnecessary. 

Rule 1. Release nonccsnpeting employee frm the CL-- 

Family m m h r  (assigned to position n o d l y  designated for KN occupancy) or TG 
I11 enployee occu~ing permanent continuing position in the CA. 

Permanent employee on tqrary prcmation to position in the CAI same CL. 

Employee in CL who has received written decision of remwal frm a position in 

Ihile 2. --> Reassign a ccanpeting --> I7ACAm permanent 
employee. When fully continuing position 
qualif ied; haever, same grade or rate 
same qualification of pay within the CA 
requirements may be same or different CL. 
waived if employee 
has a notice of separation. 

If after applying rules 1 and 2, a campeting employee mst be released frm the 
CL, the employee in the abolished position has a right to one of the other 
positions in the CL as long as he or she is not the lest-standing qloyee. 
If the employee in the abolished position is the lmst standing qloyee, he 
or she is the one released frm the CL. 

Rule 3. --> Displace. --> TG I or group I1 
eaployee with the 
lavest retention 
standing in the CL. 

Figure 4-2. F i r s t  round canpet i t ion  flowchart. 
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Capeti t ion t o  be assigned in a different CL. A ccrmpeting employee (TGs I or 
11) identified for  release f r m  the CL in f i r s t  round cape t i t ion  w i l l  be 
granted an assignment r ight  which w i l l  yield the best offer t o  a position f r m  
the following options. Positions offered under rules (1) through ( 7 )  w i l l  be 
continuing positions witkin the same CA. 

TG 1 or TG I1 employee identified 
for  release frcan the CL under f i r s t  Identify the employee's assignment 
round cametition. --> riqht from the follminq-- 

<--- (1) Reassign. --> VACANT position - same grade. 
(When ful ly qualified, but (Includes displacement of TG I11 and 
somz qualification requirements family mmber employees occupying 
can be waived i f  employee has permanent continuing positions.) 
received letter of separation.) 

(2) -0 --> Same grade level - lmr  TG o r  lmr 
(When fully qualified.) tenure subgroup w i t h i n  TG. 

(Requires subgroup superiority.) 

( 3 )  Retreat. --> S a m  grade level - position formerly 
(When fully qualified.) held nm encumbered by employe w i t h  

laver standing in same tenure 
sldqroup. 

( 4 )  CLG (JMmtion). --> VACANT position no m r e  than three 
(When fully qualified, but grades or three-grade intervals 
sane qualification requircxents belcw current grade. 
can be waived i f  errrployee has  
notice of separation.) 

Same CA <---- 
( 5 )  B W *  --> No m r e  than three grades or three- 
(When fully qualified.) grade intervals belcw current grade 

laver TG or  lmer tenure subgroup 
within TG. ( ~ e q d x e s  subgroup 
superiority.) 

( 6 )  Retreat. --> Position f o m l y  held - encumbered 
by person with l o w e r  retention 
standing in the same tenure 
subgroup no mre than three grades 
or three-grade intervals be l c rw  
current grade. 

Figure 4-3. Second round canpetition fl-. 
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Figum 4-3. Second round caapetition flaazhart (Cont'd). 

<-- ( 7 ) Other/~isplace. --> VACAZ'JIt or enclmdsered teqmraq 
or intermittent position no mre 
than three grades or three-grade 
intervals helm current grade. 

If no assignment offer--identify enployee as surplus; register in displaced 
employee program. Continue mnitoring RIF changes until placed or separated. 
When separated, may register for the ARPL. If CLG or fran full-time to 
part-tk, register as priority consideration candidate (see chap 2). 

ASSISCANX - RWUXEZS IDENTIFIED FOR RIF SEPARATI(IW 

TG I or 11 enployee --> (1) Monitor changes which 
facing separation might facilitate position 
(no placemnt offer offer under first or second 
follwing first and round captition. 
second round capetition). 

(2) Simultaneously 
identify as &tory 
placemnt candidate 
no mre than three grades 
or three-grade intervals helm. 
IAW Chapter 2-- 
Priority group 1 in 
80 servicing area. 
Priority group 2 in other 
CPO serviced area(s) 
(if elected by qloyee). 

No valid RIF offer; 
no offer as priority 
group 1 or 2; and not 
blocked by priority 
group 1 in serviced area. 

UPON RIF SEPARATION-- 

REPROMXION PRIORITY LIST 

ARPL - After separation 

--> Belm three grades or three-grade 
intervals. 

Figure 4-4. Placemnt assistance, repxumkion, and ARPL. 



5-1. GENERAL. 

a. It i s  the policy of the U.S. Government t o  provide capensation and 
medical care fo r  disabi l i ty  due t o  personal injuries sustained while in the 
performance of duty and diseases caused by employrru3nt. The policy also 
provides f o r  the payment of funeral and burial expenses and campensation t o  an 
enployee's dependents i f  the work-related injury or  disease causes the 
q l o y e e ' s  death. To be ccaripensable, an injury or  disease mst have occurred 
during the performance of assigned duties and mst not result  f r m  the 
q l o y e e  ' s misconduct or  intoxication. 

b. Section 8103 of the U.S. Federal Employees' Campensation Act (FECA) as 
amended, e n t i t l e s  Korean employees paid £ran APF t o  medical treatment and 
benefits (generalized in this chapter) a t  U.S. Government expense as  determined 
by the  OW@P. NCXCE: WZP procedures allw 180 days for  the adjudication of 
foreign claims. 

c. Maximum assistance w i l l  be provided t o  eqloyees. This involves 
reporting all accidents and injuries p r q t l y ,  prccuring M a t e  emrgency 
medical treatment for  injured employees, and advising employees of the benefits 
available t o  them. Assistance w i l l  be given i n  helping prepare the necessary 
forms i n  support of claims for  canpensation and other benefits. An employee 
el igible  for capensation benefits w i l l  have the right t o  elect use of all 
c r e d i t e d / a c d a t e d  sick and annual leave before accepting disabili ty benefits 
(see subpara 5-5c). 

5-2. APPLICABILITY. This chapter applies only t o  KN employees paid from 
APF. Ccanpensation claim for  NAJ? KN employees w i l l  be administered IAW each 
USFK component's own governing regulation (see AR 215-1 for  Army). 

a. Managant of f ic ia ls  a t  all levels w i l l  endeavor t o  prevent and reduce 
l o s t  time due t o  work related i l lness  or  injury. To at tain this objedive they 
wi l l - -  

(1) Ensure that safe and healthful work areas are provided for 
aployees as required by and IAW safety and occupational health standards 
prcanulgated by ccanponent service directives. 

( 2 )  Ensure tha t  employees are informed of the i r  responsibilities t o  
c q l y  with safety and occupational health standards as  required by and IAW 
component service directives. This includes the use of protective clothing/ 
e q u i p n t .  



(3) Take necessary corrective action when it is determined that  
q l o y e e  illness or  injury results frcan unsafe or unhealthy working conditions. 

( 4 )  Require chest X-rays each three years (during enployee's birth 
mnth) for all enplcyees. Grounds nahtenance qloyees on teaprary 
appointments are excluded frcan this X-ray requiremat. 

(5) R e q u i r e  necessary initial ~ z a t i o n / v a c c i n a t i o n  appropriate t o  
job as determined by the local U.S. medical authority. 

( 6 )  Require physical/medical examinations as  f o l l m :  

(a) A physical examination when an q l o y e e  does not appear t o  be 
physically or mentally capable of performing assigned duties. 

(b) An i n i t i a l  medical examination of food h d e r s  for infectious 
diseases; after an absence frcm duties for 30 days or mre, and during local 
foodborne or waterborne illness outbreaks or when otherwise indicated. 

(c) Periodic physical examination of q l a y e e s  w i t h  special medical 
surveillance requirenmts appropriate t o  their job as determined by the local 
U.S. medical authority. 

(d) An annual physical examination of enplayees working as fixe 
fighters, security guards, pesticide workers, and other employees with special 
medical surveiilance requirements, as determined by the 18th M I ,  Director 
of 0cc;upational Health Service. 

b. Imnediate supervisors or other mnagemmt officials wi l l - -  

( 1 ) Post bilingual notices (provided through 80 channels ) explaining 
injury reporting, medical treatment policy, and q l u y e e  capnsa t ion  rights, 
in a conspicuous place in work locations. 

(2) Refer enployees injured in the performance of duty, t o  the nearest 
USEK dispensary or hospital emxgency rocm, for emexgency or minor treatment 
and referral. This includes arranging for or  pruviding transportation in U.S. 
Govermmt vehicles. An exception t o  referral/transport t o  USFK d c a l  
faci l i t ies  is permitted only in emergency ( l i f e  or  death) situations. 

( 3 )  Notify the USFK Safety Office, by telephone, w i t h i n  24 hours 
following an accident that  results in either fa ta l  injury t o  one or mre or 
hospitalization of five or mre enpluyees. (Weekdays, 0800-1700, contact 
723-7515; weekends and af ter  1700 weekdays, notify Ccamrand Center Seoul 
723-3030.) 

( 4 )  Prepare USE'K Form 203EK (Ftequest/Authorization for Examination 
and/or Treatment) in four copies t o  facil i tate dommntation of rru=dical 
referral and treatment. (Original plus three copies w i l l  be furnished the 
servicing CPO folluwing carpletion.) 



(5) Provide the injured qloyee, or s-ne acting for the eqloyee, 
a USFK Form 204EK (Korean Errg?loyeels Notice of Traumatic Injury and Claim for 
~ay/Compensation). Obtain requFred written staterrrents froan witnesses to the 
injury and caplete the supervisor's report on the back of USFK Form 204EK. 
The original and three copies of the USFK Form 204EK will be forwarded to the 
CPO; one copy will be retained at the organization. In accordance with the 
regulation governing the administration of E'ECA, "Unless written notice of 
injury is given within 48 hours, or unless the imrrediate superior has actual 
knmledge of the injury, compensation m y  be refused." Supervisors will ensure 
that a USEK Form 204EK is ccanpleted when any of the following conditions 
pertain : 

(a) Employee was referred to a health care provider for emergency 
I.lledical treatment or consultation; d c a l  treatment was provided by either the 
U.S. Gav-nt or another approved provider (app B). 

(b) There was loss of time £ran work beyond the day or shift the 
injury occurred. 

(c) Any medical expense is incurred or expected. 

(d) Any permanent disability, whether anatanrical or functional, 
appears possible as a result of the injury. 

(e) There is probability of future infection or disability. 

(f) Eqloyee indicates a desire to file a claim with the OWCP. 

(6) Receive claim fonns (para 5-6) and support documents in connection 
with a work-related in jury, disability, occupational disease or death, review 
for correctness, certify when required, and forward to the CPO within 5 working 
days of receipt/initiation. Subsequent USFK Fom(s) 202EK (Korean Ecployee's 
Notice of Ozcupational Disease and Claim for Canpensation) or 204EK will be 
fomarded to the CPO if the enployee has not returned to work when the initial 
notice of injury is fomardedto the CPO. 

( 7 )  Endeavor to provide a light or limited duty assignment to an 
employee w i t h  temporary physical limitations (as identified by an authorized 
treating physician) resulting frm a work-related injury. The M a t e  
supervisor will make every effort to detail the employee to a job or set of 
duties within the organization. If the detail will last longer than 30 
calendar days, the imnediate supervisor will subnit an SF 52-B to the CPO. If 
the M a t e  supervisor is unable to utilize the employee, a search will be 
made through each succeeding level of supervision. If temporary, light duty, 
cannot be located, the M a t e  supervisor will contact the CPO to evaluate 
options to tesnporarily detail the employee to another organization. The 
employing/losing organization will continue to pay the employee's salary. 

c. The servicing CPO is responsible for ensuring that obligations under 
FECA are prqtly and efficiently discharged. The CPO staff will-- 



(1) Train supervisors in the ccanpensation claims process so that 
supervisors can counsel and assist their employees on eligibility and 
procedures for filing claims. 

(2) Receive all claims, reports, support statemnts, medical expense 
bills and receipts, and forward originals of same to the OW13P within 10 working 
days follming receipt. NUI'E: All bills for medical services must be 
acccanpanied by a detailed description of the service performed, diagnosis, * prognosis, length of treatment, etc. 

( 3 )  Ensure that all reports, witness statements, medical, and accident 
reports, or documents pertaining to ccanpensation for injury to, or death of, 
employees are maintained in a confidential nature. 

( 4 )  Send one corn of the ccrmpleted USFK Form 202EK or USFK Form 204EK 
to each of the follawing-- 

(a) Applicable installation/base safety office. 

(b) USFK and EUSA, R I T N :  FKSF, Unit #15237, APO AP 96205-0010. 

(5) Retain a legible copy of all docunrents forwarded to CMY in the 
employee's case file maintained in the servicing CPO. NUI'E: Once a case 
file n-r has been received frcxnthe OW@P, all documents subsequently 
forwarded to the OWIIP will include the claimant's full name and the OWIIP case 
file number. 

( 6 )  Obtain death, marriage, or birth certificates, when required. 

(7) Assist claimants (employees, next of kin, or other legal 
claimants) in filling out necessary forms for s ~ s s i o n  to W. For mre 
detailed instructions, see the FPM, chapter 810; AR 690-800, chapter 810 
(for EUSA employees); and AFR 40-810 (for Air Force qloyees). 

d. U.S. Govemnt medical officers will-- 

(1) Provide all necessary treatment until resolution of the injury, to 
include referral through the military medical system. Referral to a local, 
nonmilitary hospital, will be made only after it has been determined by the 
medical treatment facility ccBrmander that the resources are unavailable within 
the military medical system. The USFK Form 203EK will be prepared in four 
copies before placing the patient in a local hospital. Three copies of the 
form will be forwarded to the servicing CPO. 

(2)  Camplete USEK Forms 203EK and 205M (Claim for Ccanpensation by 
Widaw, Widaver, and/or Children)(and others as applicable)). 

( 3 )  Conduct follm-up examinations as requested by the W P .  



( 4 )  Initially determine, based on medical evidence, whether the 
injury, disability, occupational. disease or death is directly connected with 
employment. (Final determination is made by OWCP.) 

e. ~nstallation/base safety offices will, through official c m d  
channels-- 

(1) Ensure that viable accident prevention programs are began and 
enforced within all employee work areas as required by, and IPIW, component 
service regulations. 

(2) Ensure that official reports and notifications of accidents are 
made to higher comMnd HQ as required by and IPlW component service regulations. 

f. Employees will-- 

(1) Notify the inmediate supervisor of any work-related injury and 
submit USEX Form 204EK to the M a t e  supervisor within 48 hours of the 
in jury. 

(2) Obtain necessary medical treatment by securing ccanpleted USFK Form 
203M £ram the supervisor. 

(3) Sulnit to medical examination while receiving conpensation as 
frequently and at such time and place as considered necessary by the W P .  

a. Korean employees injured in the performance of duty will be initially 
referred for emergency and minor trealxwnt IAW subparagraph 5-3b(2). (When 
emrgency (life and death) medical treatment is necessary, any duly qualified 
physician may render such emergency medical treatment as required.) Employees 
injured on the job will be provided o p t h  military hospitalization. When the 
patient ' s health care requirements exceed the military hospital ' s capabilities, 
injured employees will be m e d  to one of the hospitals listed in appendix B. 
The U.S. medical officer who attends the case, or his designee, will determine 
whether the injured employee will be referred to the local hospital. 

b. The will refer an employee to an appointed U.S. medical officer if 
there is any doubt as to whether the disability of an employee is due to a 
work-related injury or whether the case is otherwise catpensable or covered by 
FECA. With the assistance of the employee's supervisor and the servicing 0, 
the medical officer will, in mst cases, be able to determine whether the 
disability was caused by a personal injury or condition of employment. 

c. If an employee carplains of a recurrence of a disability after having 
been recently discharged from medical treatment for a cornpensable injury, and 
it m y  reasonably be inferred that the disability is a result of the former 
injmy, the supervisor will issue USFK Form 203EK to the d c a l  officer of the 



appropriate hospital faci l i ty (see subpara 5-4a). This w i l l  provide for 
further examination or treatment t o  determine whether the employee is disabled 
for work. Such action, hclwwer, mst be w i t h i n  six mnths of the time final 
action was taken by the m. If the recurring disability occurs af ter  mre 
than six months f r m  the date of such final actions, the (3-KP w i l l  be contacted 
for further instructions. 

5-5. BENEFITS WDER THE FEDERAL ' cCW%NSWICBi AC!l!. 

a. Enployees injured or diseased in the p e r f o m c e  of official  duties may 
be furnished all services that W determines necessary for the treatmnt or 
correction of the injury or disease. 

b. When the injury results in loss of work time because of disability, 
(permanent or  teqmrary, partial or t o t a l ) ,  the eqloyee is entitled t o  receive 
benefits as determined by the m. 

c. Rtployees are not eligible for ccmpensation benefits for injuries or 
death resulting f r m  the risks of war,  except when injury or death occurs while 
i n  a duty status. The continuation of pay provisions of do not apply. In 
order t o  receive canpensation, d0~~1[~3ntat ion mst shm that the enplqee is in 
a LWOP status. Capensation cannot be paid while the enployee is on sick or 
annual leave. 

d. Scheduled awards (carpensation provided for specified periods of time) 
are not payable unti l  the enployee has reached maxirnrm deal improvemnt. 
Once the maxirnrm medical improvement has been reached, the claimant should be 
examined by an appropriate specialty physician and rated according t o  Korean 
Labor Law. A claim should be forwarded t o  OWB with the medical report. A t  
UCP,  a district medical director w i l l  render a second opinion before an award 
of catpensation is mde. 

e. If an injury results in the enplqee's death, ccmpnsation as 
determined by the OWCP is provided t o  the dependents of the deceased eqloyee. 

f .  Entitlements t o  the above, and any additional benefits tha t  may be 
claimed by enployees or dependents, w i l l  be explained by the 80 staff t o  
concerned enployees 'and their  dependents, as appropriate. 

5-6. FURBS. The following a p p r d  fonns w i l l  be used t o  
administer the injury capensation program: 

a. USFX Form 202EX (Korean Employee's Notice of Occupational Disease and 
Claim for Capensation). (Bilingual equivalent of U.S. Department of Labor 
(DOL) OWCP Fonn CA-2. ) 

b. USF'K Form 203EK (Request/Authorization for Examination and/or 
Treatment). (Bilingual equivalent of EDL m P  Fonn CA-16.) 
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c. USFK Form 204EK (Korean Bployee's Notice of Traumatic Injury and Claim 
for ~ay/Ccanpensation) . (Bilingual equivalent of WL Form CA-1. ) 

d. USFK Form 205EK (Claim for Ccanpensation by Widm, Wid-, and/or 
Children). (Completed in four copies by the legal claimant w i t h  80 staff 
assistance. The legal claimant retains one copy and three copies are for use 
of the servicing CPO. (Bilingual equivalent of WL CXEP Form CA-5.) 

e. USFK Form 206EK (Official Supervisor's Reprt of Employee's Death). 
(Bilingual equivalent of W L  CXKP Form CA-6.) 



6-1. m. Managent will provide all full-tb employees a minimum of 
40 hours work per week. This will normally be 5 days of 8 hours each calendar 
week, unless an exception is authorized by subparagraph 6-3c through e. The 40 
hours do not necessarily have to be 40 hours at non-overtime rates. For 
-le, an employee who worked 4 days of 10 hours each, would receive 32 hours 
of non-avertime pay and 8 hours of overtime pay for the 40 hour week. 

a. Unit ccannanders establish daily hours for beginning and ending work. 

b. Requests to establish tours of duty for a given occupation that differ 
from those specifically authorized for each occupation in subparagraphs 6-3c 
through e, will be coordinated with the servicing CPO. 

c. CPOs will place a remrk on the SF 50-B or other similar form for 
employees authorized to be placed on other than a regular tour of duty. The 
remark will indicate the qloyee may be assigned an "alternate tour of duty", 
a "special tour of duty", or a "flexible daily tour of duty", but will not 
serve to place the qloyee on that tour. This remark will only be used for 
personnel indicated in subparagraphs 6-3c through e. 

d. Supervisors must be familiar w i t h  the tours of duty authorized for 
the& employees and scrutinize T&A reports to ensure ccanpliance. Actual work 
schedules will be rraintained by the activities. T&A reports will reflect 
actual hours worked and/or approved leave or other absence. 

e. CFQs will prcnnptly forward all personnel and/or payroll action 
documents that affect payments for emplayees, to the servicing payroll office 
to avoid delay of payments. These documents will be forwarded to reach the 
servicing payroll office NLT Thursday preceding each pay period. 

f. Finance and Accounting offices will provide serviced CPOs with a 
quarterly report of total days during the quarter on which each intermittent 
employee was in work/pay status, effective with the quarter ending Decenbx 
1993. (See chapter 4, subpara 20c(2)). 

a. Administrative workweek. Seven consecutive calendar days constitute an 
administrative workweek. The administrative workweek begins at 0001 Sunday and 
ends at 2400 on the follmdng Saturday. The calendar day on which a shift 
begins is considered the day of duty for that day even though the work schedule 
extends into the next calendar day or into the following administrative 
workweek. 



b. Regular tour of duty. The days and hours of a regular tour of duty 
will n o d l y  consist of a minimum 8-hour day, 5 days per wek. In certain 
activities where operating hours are such that 8 hours duty is not required on 
each of 5 or 6 workdays, enployees m y  be scheduled to work less than 8 hours 
in a day. The workweek mst still meet the 40 hours mininarm requirement; 
otherwise a part-time tour of duty is appropriate. 

c. Alternate tour of duty. An "alternate tour of duty" consists of 41-60 
hours worked weekly. Activities may establish a weekly tour of duty of mre 
than 40 hours (five 8-hour days each calendar week) but not more than 60 hours 
(six 10-hour days or five 12-hour days each week) when continuing work 
requirements fully support such an alternate tour of duty. Overtime rates will 

paid for all the actually worked beyond 8 hours in any workday or 44 
non-overtime hours in any workmek. Assigmnent of more than 44 hours per week 
on a continuing basis to other than mess and housekeeping personnel, security 
guards, boiler plant operators, drivers, military intelligence specialists, 
investigators, marine and hospital personnel, or microwave technicians assigned 
to rernste sites require the approval of RM. Such approval rmst be revalidated 
at least annually. 

d. Special tours of duty. Special tours may be established for fire 
fighter personnel and other personnel where a substantial standby period of 
t h  is required. The tour of duty for these enployees (for example, fire 
fighter personnel and air traffic controllers) is 24 hours on duty and 24 hours 
off duty. Sixteen hours of each 24 hours will be considered pay time, and 8 
hours will be considered as standby (nonpay) time for sleeping and eating. 
These employes will not be paid night differential unless they are required to 
stay awake at their duty stations for telephone duty or floor watch during 
2200-0600. When these enployees are required to answer a fire alanm or 
otherwise perform their assigned duties, during the hours of 2200 to 0600, they 
will receive overtime paymnt (but not night differential) for at least 2 
hours, or for the entire period of the alarm, whichever is greater; except 
those employees assigned to telephone or floor watch, who will be paid night 
differential rate, but not overtime. Overtime will be paid for the 16 hours of 
the second shift when the qloyee is required to work two consecutive 24-hour 
shifts. If additional mxkrs are called to ready status £ram 2200 to 0600 but 
are not required to report to duty (or in the case of fire fighters not 
required to report to the fire or to another location to provide emrgency 
coverage) , the minirnrm period of overtime pay is 1 hour (but not night 
differential) ; except those employees assigned to telephone or floor watch, who 
will be paid the night differential rate only. 

e. Flexible daily tours of duty (no fixed tour of duty). This tour of 
duty m y  only be used for investigators and interpreters in provost marshal, 
criminal investigation, and military intelligence activities, that may entail 
variations in daily workload requiremnts. Establishing flexible tours of duty 
for personnel in other occupations requires OCPD approval. Flexible tours of 
duty may not be used for administrative or clerical personnel. Where 
operational requirements dictate the need for workdays of varying length on a 
continuing basis, the f ollawing provisions apply: 



(1) No set number of hours is required on a daily basis. 

( 2 )  Regular pay rates are in effect for the first 8 hours of a tour of 
duty. Hours worked in excess of 8 will be ccanpensated at overtime rates. 

(3)  Overtime rates pertain for time worked in excess of 44 non- 
overtime hours in a week. 

( 4 )  The minimum workweek will be 40 hours. 

(5) Leave and other authorized absence will be charged only in the 
munt that will result in 8 non-overtime hours in a work day and/or 40 non- 
overtime hours in a work week. 

f. Part-time tours of duty. 

(1) When it is not possible to obtain or utilize employee services on 
a full-time basis, part-time tours of duty NTE a maximrm of 32 hours per week 
my be established. Where service is required on at least one day of each 
calendar week on a regular repetitive basis, and m y  be so scheduled in 
advance, a part-time tour of duty will be established. The establishment of 
such a tour does not preclude additional service being required during the 
remaining portion of the calendar week as long as the 32 hours maximum is not 
exceeded on a recurring basis. Every effort should be made to ensure that the 
work hours are distributed equitably amng part-time workers. 

(2) When full-time service is needed for a period of three months or 
mre, the position should be filled on a full-time basis. When unusual or 
abnormal circumstances require scheduling part-time employees for full-th 
service for a short period, conversion to full-time is not required. Care must 
be taken hawever, to ensure that circumstances that start out being considered 
& n o d  (overtime) do not caw to be regarded as n o d  or usual. 

g. Intermittent tour of duty. Intermittent or when actually employed 
services are those rendered by employees for whcan no tour of duty can feasibly 
be established on a continuing basis. It applies to those employees who are 
expected to respond to requests for duty in connection with same unscheduled 
activity (such as a consultant called in to render advice on same special 
problem, or a mechanic called in to assist with an emergency workload). Work 
regularly performed on a weekly and continuing basis, such as f d  service or 
waitress, should be considered under subparagraph 6-3f. 

h. In unusual circumstances, certain activities (e.g., mess halls, 
security guards, etc . ) may find it necessary, for operational efficiency, to 
schedule an off-duty period between portions of a daily shift. Such off-duty 
time will, wherever possible, be limited to one 3-hour period per day. In no 
case will a tour of duty include mre than two such periods, or more than 5 
hours of off-duty time during the workday. Any exceptions must be approved 



by the CPD, USE'K. C a r e  should be taken t o  ensure that employees are 
c q l e t e l y  free t o  pursue their  uwn activities during the off-duty hours; any 
work required during the scheduled off-duty time mst be treated as overtime. 

i. Flextime. Flextime schedules may be hplanented with approval of a 
general officer (or the mst senior officer in country) in the chain of 
ccxmand. Such schedules still require the normal 8 hours/day and 40 
hours/week. Overtime rates w i l l  be paid for hours actually worked in excess 
of 8 hours/day and 44 hours/week. 

j. Changes in tours of duty. 

(1) FYequent and arbitrary changes i n  tours of duty are prohibited. 
Tours of duty w i l l  not be changed t o  avoid or create the need for paying 
overtime or night differential. Change i n  tours of duty w i l l  not be made 
more often than each 14 days. A t o u r  of duty may include work on days and 
nights of consecutive days SO long as there are a t  least 8 hours between 
consecutive work periods. 

(2) Changes in tours of duty involving no change i n  weekly to ta l  of 
work hours w i l l  be announced a t  least 3 work days i n  advance by posting a 
bilingual notice posted i n  a conspicuous place for employee information. Any 
such change mst continue for a t  least 2 weeks. When changes i n  tours of 
duty involve a decrease or increase in hours worked, a 2- written advance 
notice is required and the union informed. Information t o  the union does not 
imply negotiation. The union is t o  be informed and their  ccarments are t o  be 
considered. There is no requiranent t o  reach a g r m t .  Where operational 
requirements characteristically do not permit a 3-day advance notice of 
change in tour, or continuance of the tour for a mininnrm of 2 weeks (for 
example, in port operations and refrigerated supplies receiving and shipping 
operations), a mtual  undezstanding on the part of emplayer and employee that 
an exception is acceptable should be obtained and made a part of the 
conditions of employment. 

( 3 )  Notification w i l l  be provided t o  announce seasonal changes in 
hours of work. 

6-4. NIW DULY, HOLIDAY WOIW(, AND WERIXME. 

a. Night duty. Work performed between the hours of 2200 and 0600. 

b. Holiday work. Work performed on a Korean holiday as prescribed by 
this regulation (see subpara 6-4d). 

c.  Overtime. 

(1) Only the appropriate administrative authority can approve 
overtime. Approval for overtime is not required when worked hours t o  be 



ccarp?ensated a t  o v e r t b  rates  are w i t h i n  the current tour of duty. For 
example, an employee who worked 4 days of 10 hours per week would receive 8 
hours of overtirrre pay for  the  40 hour week. In this case, approval for  the 8 
hours overtime pay i s  not required provided the provisions of subparagraph 
6-3c, concerning annual revalidation, have been cap l i ed  with. 

( 2 )  Overtime services of employees may be util ized only in the event 
of an unusual emergency, for  example, unforeseeable situations involving 
imnediate action required t o  maintain mission capability; for the preservation 
of health, welfare, and safety of personnel, or  the protection of g o v e m n t  
property; or for  unique operating requirammts when overtime is m r e  econcanical 
than hiring additional personnel o r  incurring demurage or  other charges. When 
overtime is used, it w i l l  be restricted t o  the absolute minimum. 

( 3 )  Overt& rates  w i l l  be paid for  all time actually worked in excess 
of 8 hours in any workday o r  44 non-overtime hours in any workweek. Overtime 
camputation for  hours worked in excess of 44 hours per week w i l l  be based on 
the number of non-overtime hours actually worked since the beginning of the 
administrative workweek. 

(4)  Overtime rates  w i l l  be paid for personnel on special tours of duty 
fo r  work performed during the standby portion of the established tour of duty, 
or  during the 16 hours of the second sh i f t  when required t o  work consecutive 
tours of duty. 

( 5 )  Ov&ime rates  w i l l  be paid for those q l o y e e s  called back t o  
work af ter  c q l e t i n g  the normal daily tour of duty and leaving the place of 
eqloyment. I f  actual hours worked on call-back are less  than two hours, at 
leas t  two hours of overtime pay w i l l  be paid. I f  the actual hours worked are 
longer than two hours, the actual hours worked w i l l  be campensated a t  o v e r t k  
rates. 

(6) An employee may request ccanpensatory t i m e  in l ieu  of payment for  
overLime worked. Once ccanpensatory time is elected, it cannot be changed back 
t o  overtime payment. Campensatory time w i l l  normally be taken in the sam pay 
period accrued. Hmver,  the the period for use may be extended fo r  up t o  3 
additional pay periods (or eguivalent time period for  ac t iv i t ies  not on a 4 
week pay period). Campensatory time is forfeited i f  not used w i t h i n  these 3 
pay periods or i f  the employee transfers or  is  reassigned t o  another 
organization. Campensatory time taken w i l l  be accounted for  on a first-in- 
first-out basis. 

d. Holidays. Official Korean holidays are l i s ted  belm: 

(1) 1 and 2 January (New Y e a r ) .  

(2)  Lunar New Year (The l a s t  day of the l a s t  month and 1 and 2 of the 
f i r s t  month of the Lunar calendar). 



(3) 1March (Independence Movement hy). 

(5) 5 May (Children's Day) . 
( 6  ) Buddha1 s Birthday ( 8th day of the fourth month of the Lunar 

calendar ) . 
(7) 6 June (Menmrial Day). 

(8) 4 July (U.S. Independence Day). 

(9) 17 July (Constitution Day). 

(10) 15 August (Liberation Day). 

(11) Chusok (15 and 16 of the eighth mnth of the Lunar calendar). 

(12) 3 October (National Foundation Day). 

(13) 25 December (Christmas Day). 

e. Holiday administration. Korean enployees excused frcnn work on the 
official holidays for Korean employees designated above will not be charged 
leave and will receive pay at the non-overtime rate for the ncrmber of duty 
hours for which they are normally scheduled. If the holiday falls on an 
employee's non-work day, no substitute day is provided. Same qloyees may be 
required to work on Korean holidays. In these instances, workers will receive 
regular pay for the first eight hours of work (base pay, CAP, and other 
applicable allmces). In addition, the worker mst be paid holiday premium 
pay for all hours worked. Chapter 8 outlines pay entitlements for holiday 
work. Casrmanders will arrange work schedules to allw the maxirrolm practicable 
n* of qloyees to be released £ram duty on official holidays. When an 
qluyee is required to work on holidays but is absent, the supervisor m y  
excuse the onployee (if justified) or charge the qloyee with being m L .  
Errp?loyees in a nonpay status the work day before and the work day after a 
holiday will not be paid for the holiday. 

f. U.S. holidays. A U.S. holiday that is not also a Korean holiday is a 
regular workday for Korean qloyees, who will be paid at straight t k  rates. 
Absence of qloyees scheduled to work will be charged to annual leave, sick 
leave, m P ,  or AWOL, as appropriate. When a U.S. holiday occurs while an 
aployee is on leave, the day will be charged to the appropriate type of 
leave. Employees scheduled to work on U.S. holidays will be provided adequate 
supervision. The type and degree of supervision is left to managemnt's 
discretion and does not necessarily require the presence of U.S. personnel. If 
no supervision is available, or if the entire organizational unit is closed, 
the employee may be prevented fran working. Therefore, efforts to place the 



employee in another faci l i ty ,  i n  the same occupational category and 
geographical area, for  the duration of the holiday work period should be made 
by the employee's supervisor. I f  no alternate work unit is available, the 
employee w i l l  be required t o  observe the holiday schedule and be charged annual 
leave o r  be placed on LWP. 

g. Temporary holidays. Days designated as  temporary holidays by the ROKG, 
a s  confirmed by the ROKG Ministry of Altministration and the American Embassy, 
Seoul, also w i l l  be observed as of f ic ia l  holidays for  USFK Korean employees. 

a. Generally, the lunch period i n  which the erployee i s  entirely free of 
duty connected with his job may not be considered duty time and must be 
scheduled outside the hours established for  the daily tour of duty. Lunch 
periods w i l l  generally be of 30 minutes t o  one hour duration. 

b. Where three 8-hour sh i f t s  are in operation and an overlapping of sh i f t s  
t o  permit time off for  lunch is not possible, a lunch period of 20 minutes or 
less may be counted as  the worked for  which conpensation is all&. Where 
the on-the-job lunch period is in effect, employees mus t  spend the time in 
close proximity t o  t h e k  work stations. 

6-6. REST PERIODS. Short r e s t  periods m y  be permitted during the daily 
tour of duty when, a t  the discretion of the activity cc~rmander, such periods 
are beneficial or necessary t o  the activity. The policy adopted by each 
cca~lmander w i l l  be stated i n  writing and employees advised accordingly. 

a.  Criteria for determining the act ivi ty 's  policy are as  fol lms:  

( 1 
tha t  which 

(3 
act iv i t ies  

Protection of employees' health by relief from hazardous work or 
requires continual or considerable physical exertion. 

Reduction of accident ra te  by removal of fatigue potential. 

Working i n  confined spaces or in areas where n o d  personal 
are restricted. 

( 4 )  Increase in, or  maintenance of, high quality or quantity 
production traceable t o  the r e s t  period. 

b. R e s t  periods granted IAW these provisions are considered duty t b  and 
included in the daily tour of duty. R e s t  periods, other than those provided 
herein may not be considered as  part of the daily tour of duty; such periods 
mus t  be charged t o  the appropriate type of leave. 

(1) R e s t  periods may not exceed 15 minutes for  each 4 hours of 
continuous work. 



(2) If the period f r m  the beginning of the daily tour t o  the lunch 
period is less than 4 hours, a rest period may be granted only in unusual 
circumstances. 

( 3 )  The rest period may not be a continuation of the lunch period. 

(4 )  A rest period m y  not be granted where none of the c r i t e r i a  stated 
in subparagraph 6-6a apply. 

a. Incidental duties dixectly connected with the performance of a given 
job are considered assigned duties and time spent i n  the i r  performance is t o  be 
included in the daily schedule of working hours. This includes t i r e  spent in 
travel tha t  is an inherent and inseparable part of the work i t se l f ;  time spent 
i n  reporting for  guard munt; and t i m e  spent in securing, cleaning, and 
returning tools. 

b. Travel frcan hcarre t o  work is not considered as  work t h .  Time spent in 
wash-up, clean-up, and changing clothes at the end of the tour of duty w i l l  not 
be considered as  part of the tour of duty. 

6-8. REFOR!CING F'OFt DULY. Employees are required t o  be a t  the i r  places of 
duty and ready for  work at the time established in the i r  tours of duty. 



7-1. GENERAL. Leave will be administered on a uniform and equitable basis. 
In granting leave, management needs and qloyee welfare and desires must be 
considered. 

7 -2. RESPONSIBILITIES. 

a. Unit c m d e r s  will-- 

( 1) Administer leave IAW this regulation. 

(2) Establish internal operating procedures as authorized and fully 
inform employees. 

(3) Specify those supervisory levels authorized to approve leave. 

(4) Establish projected leave schedules each year to ensure a 
reasonable vacation for employees and to preclude leave forfeiture. 

( 5 )  Give employees the opportunity to schedule and use annual leave in 
excess of 360 hours when the employee is scheduled to be separated due to RIF, 
retirement, resignation or other voluntary personal reasons, as mission needs 
permit. 

b. Employees will-- 

(1) Obtain approval £ram their supervisors before taking annual leave 
and sick leave for prearranged medical, dental, optical, or physical 
examinations or treatment. 

(2) Notify their supervisors of reasons for en-ergency absences, 
normally within the first 2 hours after the start of the workday when advance 
approval cannot be obtained. 

(3) Not abuse leave privileges. 

(4) Schedule the use of annual leave in excess of 360 hours so as to 
assure no loss of leave upon separation. 

c. The servicing finance office will-- 

(1) Maintain leave records of all employees. 

(2) Provide employees with a earnings and leave staterrent each 
payday. The earnings and leave statement must show-- 



(a) The amsunt of leave t o  the employee's credit at the beginning of 
the leave year. 

(b) The m u n t  of annual leave t o  be used or forfeited by the end of 
the leave year. 

(c) The munt of leave taken since the beginning of the leave year. 

(d) Sick leave available for use. 

(3 )  Provide CPOs w i t h  a quarterly statement of the to ta l  time spent i n  
LWP status for each employee whose pay record shows more than 6 mnths of m P  
during the calendar year and all periods of AWL and suspensions recorded on 
T&A reports. 

7-3. TFUMSZR OF LEAVE BlUMCES. Annual and sick leave accumlated while 
enplayed by a USFK ccmpnent will be transferred t o  any other USFK ccanponent, 
i f  the eqloyee m e s  t o  that c~nponent with no break in service. This 
provision includes transfers between APF, NAF, and KSC. Forward a copy of the 
enployee's leave record t o  the new emplaying activity for transmittal t o  the 
servicing finance office. N o  transfer of funds w i l l  be made. 

7-4. EtWOWED ZWVE. Leave approving officials may require an q l o y e e  t o  
take leave when-- 

a. The q1,oyee reports for duty in an unfit condition or becanes unfit 
af ter  reporting for duty. Exanples of enforced leave include intoxication, 
reporting without prescribed tools or safety equipnent, and beccaning ill. 
Supervisors must fully document any enforced leave on the employee's record 
card. 

b. The q l o y e e  is under investigation for offenses that  can be expected 
t o  lead t o  removal or during a period of advance notice of proposed removal 
action. In this case, the second-line supervisor or cc~rmander rmst determine 
whether retaining the employee on duty is in the best interest of the 
government. If the second-line supesvisor determines that retaining the 
employee on duty is not in the best interest of the Gaverrrment, and the 
servicing CPO concurs, the q l o y e e  is given a written notice and placed on 
enforced leave (see chapter 12, para 12-10, for additional information). 
H m e v e r ,  i f  investigation reveals that  the employee is innocent or when remval 
action is not sustained, the annual leave the employee was required t o  use w i l l  
be recredited. If an emplayee's position requires coverage by fideli ty 
insurance, the time between the final decision on an appeal and receipt of 
f ideli ty insurance is chargeable t o  leave (not subject t o  recredit), except for 
any intervening period of suspension. 

7-5. ANNUAL ZlEAVE. 

a. Accrual. 



(1) Full-time and long-term temporary employees, excluding employees 
under trial pericd and other terpraqr employees, earn annual leave based on 
length of service as  follows : 

(a )  Category A. lbployees with less than 8 years of service earn 8 
hours annual leave upon cap le t ion  of each ccgnplete 4-week pay period. 
Ehployees on 2-week pay periods earn 4 hours annual leave. A t o t a l  of 104 
hours of annual leave is earned per leave year. 

(b) Category B. Employees with 8 years or  more, but less than 15 
years of service, e m  12 hours annual leave upon cumpletion of each ccanplete 
4-week pay period. Employees on 2-week pay periods earn 6 hours annual leave. 
In the l a s t  pay period of a leave year, the q l o y e e  accrues 16 hours of leave 
(provided the employee accrued 12 hours per pay period £ran the beginning of 
the new leave year). A t o t a l  of 160 hours of annual leave is  earned per leave 
year. 

(c) Category C. Rployees with 15 or more years of service earn 16 
hours annual leave upon campletion of each ccanplete 4 - 4  pay period. 
Ebployees on 2-week pay periods earn 8 hours annual leave. A t o t a l  of 208 
hours of annual leave is earned per leave year. 

(2)  The SCD for crediting annual leave w i l l  be the same as the SCD for  
FUF . 

(3)  Employees under a trial period and temporary employees, earn 8 
hours annual leave upon cap le t ion  of each ccgnplete 4-week pay period, for.  a 
t o t a l  of 104 hours per leave year. Enployees rehired a f t e r  mandatory 
retirement without a break in service of mre than 3 days w i l l  retain the i r  
appropriate leave category. For employees rehired before 12 July 1985, accrual 
of annual leave a t  the applicable rate  w i l l  begin from the f i r s t  f u l l  pay 
period beginning af ter  12 July 1985. 

(4)  Part-time employees e m  annual leave at the ra te  of one hour for  
each 20 hours in a pay status in any pay period. Service perfonned by 
part-time eqloyees tha t  is not divisible by the leave accrual unit  (20) w i l l  
be carried forward t o  the succeeding pericd. Intermittent employees are not 
el igible  for  annual leave accrual. 

(5) Employees automatically advance fran category A t o  B, and B t o  C, 
a f t e r  completing the required m u n t  of creditable service. The effective date 
of advancement w i l l  be the beginning of the next pay period follaJing 
completion of the required period of service. 

b. Part ial  accruals. Ertployees changed fran one payroll system t o  another 
based on a different pay period w i l l  be credited with a prorated accrual for  
the partial pay period or  periods involved (2 hours for  category A employees, 3 
hours for  category B employees, and 4 hours for category C employees per week). 
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c. Accrual reduction rate for nonpay absences. When a full-time 
employee's nonpay status totals one full pay period (for example, 160 hours), 
the annual leave credit will be reduced by the full amount of n o d  leave 
accrual depending upon the leave accrual category. Wloyees on an alternate 
tour of duty and on tours of duty including standby time will have their 
leave reduced by 8 hours, 12 hours, or 16 hours when they have been in a 
nonpay status for a period of time equal to the nwlber of hours in a n o d  
pay period. All nonpay periods (except absences during partial pay periods 
in which no leave is accrued) within the leave year are added together for 
applying leave reduction rates, but no hours in a nonpay status are carried 
forward into the follaving leave year. 

d. Maximum accmlation. 

(1) The maximum amount of annual leave that m y  normally be carried 
forward £ran one leave year to another is 360 hours. Under the follawing 
circumstances, an additional amunt, N17E 120 hours of unused leave, may be 
carried forward for use during a specified time follaJing the beginning of 
the new leave year: 

(a) The employee must have timely requested and been scheduled for 
leave in advance. 

(b) The employee must have been denied use of scheduled leave 
because of unusual operational demands such as emergencies or unforeseen 
operational requirements. 

(c) The factors, circumstances, or decisions, that resulted in 
changing the use of scheduled leave, must not have been under the control of 
the employee whose leave was cancelled. 

( 2 )  Approval to carry forward annual leave that is subject to 
forfeiture must be obtained frmthe servicing CPO. The request for approval 
will be suhitted through supervisory channels. The request will include 
written documentation shming the dates during which the annual leave was 
scheduled for use and why it could not be rescheduled for use during the 
current remining leave year. The request must fully explain the facts and 
circumstances that precluded the use of scheduled leave. 

( 3 )  Annual leave in excess of 360 hours approved by the servicing 
CPO for carry over to the new leave year must be used within 90 calendar days 
after the beginning of the new leave year or else it is forfeited. 

e. Payment for unused annual leave. 

(1) An q l o y e e  m y  be paid for a mxhm of 48 hours (6 days) of 
scheduled annual leave that was not used during the leave year under the 
follawing circumstances: 



( a )  The erqloyee mus t  earn m r e  than 160 hours (20 days) of annual 
leave per year and must have reached the maximum accumulation l i m i t  of 360 
hours. 

(b) The employee mus t  have scheduled the leave NLT 60 days before the 
end of the leave year. Normally, the employee must have submitted a leave 
request a t  least  48 hours before the leave i s  scheduled t o  begin. Supervisors 
w i l l  remind the i r  employees t o  schedule their  leave w e l l  i n  advance. 

(c) The employee must have been denied the use of scheduled leave 
because of unusual operational demands such as m g e n c i e s  or  unforeseen 
operational requirements. 

(d)  The factors, circumstances, or decisions, tha t  resulted in 
changing the use of the scheduled leave, mus t  not have been under the control 
of the  employee whose leave was cancelled. 

(2) Prior approval t o  pay an employee for  annual leave tha t  i s  subject 
t o  forfeiture must be obtained fromthe component CPD or the installation 
ccaranander, i f  delegated authority by the ccaoponent ccarmander. The request for 
approval w i l l  be s ~ t t e d  within 30 days af ter  the end of the leave year 
through supervisory channels and through the servicing CPO. The request w i l l  
include written documentation shaving the dates when the annual leave was 
scheduled for  use, an explanation of the facts and circumstances tha t  precluded 
the use of scheduled leave, and reasons why it could not be rescheduled during 
the current remining leave year. 

( 3 )  The to ta l  amount of excess annual leave carried forward, added t o  
the number of hours of paid excess annual leave, may not exceed 120 hours. 

f .  Leave request. Requests for  leave normally should be made a t  least 48 
hours in advance. An employee w i l l  not be denied use of leave when such denial 
would resul t  i n  forfeiture of annual leave under the maximum accumulation 
provision, unless unusual operational demands, such as  emergencies or 
unforeseen operational requirements, so dictate. 

g. Mandatory use of annual leave. 

(1) When an employee's services are not needed for  periods of less 
than one mnth because of shortage of work or funds, management m y  require 
tha t  annual leave be taken. This w i l l  apply when employees are prevented f r m  
working due t o  closing of an installation or office while f i e ld  problems, 
exercises, or practice a le r t s  are in effect or when security conditions 
preclude access. Before requiring employees t o  use annual leave, every effort  
w i l l  be made t o  detai l  or  assign them t o  other work or t o  another activity,  
office,  or  shop. This may include work a t  a level of responsibility belav that  
usually performed. Haever, manual work w i l l  not be assigned t o  n o m u a l  work 
employees. Notification of installation closure etc., mus t  be made NLT the end 
of the work sh i f t  the previous day, i f  employee is  t o  be required t o  use annual 
leave. 



(2) USFK ccpnponent c d e r s  occasionally designate days or portions 
of days "dm-days" or "training days" for military personnel only. Employees' 
T&A will follow the provisions in subparagraph 7-5g(l). 

h. Annual leave charges. Annual leave is charged and recorded on an 
hour-for-hour basis IAW the scheduled daily tour. Annual leave will be paid at 
the non-overtime rate for the total number of scheduled duty hours, except for 
employees on a special tour of duty. The IMxirrarm charge of annual leave for an 
employee on a special tour of duty on 24-hour stadby tour of duty is 16 
hours. The m -  charge for all qloyees for annual leave is 1 hour. 
Absences of less than one hour will not be accunnilated frm day to day for the 
purpose of charging leave. 

i. Imps? payment. When an employee is separated, regardless of the 
type of separation, a imp-sum papent will be made for all credited annual 
leave to include carry-aver frm the previous leave year that has not been used 
and unused annual leave accrued during the current leave year, up to a m x h m  
of 360 hours. When an employee dies, the person designated IAW ROK law will be 
paid a 1-sum paymnt for all accunmlated annual leave up to a maximum of 360 
hours, to the esnployee's credit. 

j. Leave year. The leave year begins with the first day of the first pay 
period beginning in January. 

7-6. SICK LEAVE. 

a. Accrual. Full-time employees will earn 8 hours of sick leave upon 
completion of each cqlete 28-day pay period. Errp?loyees on 2- pay periods 
earn 4 hours per pay period. A total of 104 hours per leave year is earned. 
Part-time employees earn one hour for each 20 hours in a pay status. There is 
no limitation on sick leave accrual. Intermittent employees are not eligible 
for sick leave accrual. 

b. partial accrual. If changed to different pay periods, prorated 
accruals will be credited. 

c. Leave reduction. See subparagraph 7-5c. 

d. Recrediting of sick leave. Recrediting of sick leave is not 
authorized. 

e. Use of sick leave. 

(1) Available sick leave m y  be requested any time it is required. 
When, through administrative error or oversight, an absence is charged as 
nonpay status and the employee would have been entitled to sick leave, the 
error will be corrected by granting sick leave retroactively for that period or 
portion. The emplayee must still be on the rolls at the time of correction and 
had the credited leave at the time of the absence. When an employee's absence 



is charged to sick leave but the sick leave balance is exhausted, the leave 
charged will be adjusted to annual leave. If there is an insufficient annual 
leave balance, the leave will be charged to LWP, unless advanced sick leave is 
granted uhder subparagraph 7-6g. 

(2) Supervisors may require that sick leave, mre than three workdays, 
be supported by a roedical certificate that states that an employee has been 
incapacitated to perform requ.ixed duties. The medical certificate will be 
suhitted to the M a t e  supervisor or certifying officer before the end of 
the pay period in which the employee returns to duty. The M a t e  supervisor 
will keep the medical certificate for control and analysis purposes. In cases 
of extended illness, medical certificates m y  be required periodically, if 
necessary, to establish the employee's continued incapacity to return to duty. 
As an exception to the above, no sick leave will be granted during a period of 
enforced leave. 

( 3  ) Ordinarily a d c a l  certificate is not required for absences of 
three days or less. In exceptional cases, where there is reason to believe 
that an employee is abusing the use of sick leave, the supervisor will advise 
the employee in writing that a medical certificate will be required for any 
absences due to illness. This requFremnt must be limited to individual cases 
of suspected abuse. The leave approving official determines what m y  be 
considered as acceptable evidence of incapacity. Where such evidence does not 
justify the approval of sick leave, the absence may be charged to annual leave 
w i t h  the errployee's consent, or it may be charged as m L .  When appropriate, 
disciplinary action may be taken. Hmever, if the absence is charged to annual 
leave, it may not be made the basis for later disciplinary action. 

( 4 )  In unusual circumstances, the supervisor m y  wish to refer an 
employee to a U.S. G o v e m t  medical officer for verification of the oral or 
written diagnosis/rec~dation made by the eqloyee ' s doctor. If there is a 
difference in professional diagnosis, that of the U.S. medical officer will 
prevail. CPO assistance will be requested in handling such cases. 

( 5 ) When a rrrember of an employee ' s M a t e  family has a contagious 
disease that requires the care and attendance of the employee, or when through 
exposure to contagious disease, the enployee's presence at work would endanger 
the health of others, the employee may request or be required to take sick 
leave. If appropriate, the medical officer will be notified praptly of the 
circumstances. In all cases when an employee is suspected to be tubercular as 
a result of appropriate medical examination, the individual will be placed on 
sick leave imtlediately. If results of reqyixed bacteriological studies prove 
negative, the employee will be returnedto duty and the required period of 
absence will be reflected on T&A reports as excused absence, regardless of the 
duration; and any sick ox annual leave already charged for the required nonduty 
time will be recredited. 

f. Charging sick leave. Sick leave is charged in the sam manner as 
annual leave in subparagraph 7-5h. 



g. Pdvanced sick leave. Third level supervisors, organizational heads, 
ccBrmanders or equivalent mnagemmt officials, may appruve advanced sick leave 
to an employee who has cqleted a trial period if there is reasonable 
expectation that the esrrployee will return to duty at the expiration of the 
advanced sick leave period. The anmnt of sick leave advanced will not extend 
beyond 30 calendar days. Application for advance sick leave m t  be supported 
by a medical certificate stating the necessity for the leave and the period the 
employee will be incapacitated. If separation (for other than disability or 
death) occurs prior to liquidation of the entire advanced credit, the r a g  
balance will be repaid by a charge against available annual leave or by a 
setoff against severance pay. 

7-7. MATERNITY LEAVE. 

a. Requiremnt for eligibility is cqletion of 10 months continuous 
service imnediately preceding the maternity leave. Service credit for 
maternity leave is not transferred fran APF activities to NAF activities or 
invited contractors, or vice versa, unless the enployee ' s move was a rmnagement 
initiated action. 

b. Terms of leave and provisions for use. 

(1) Jhployees are granted a rm.ximm of 60 continuous calendar days 
with pay, in connection with child birth, at the non-overtime rate for the 
number of hours in their normally scheduled tour of duty. Not mre than 29 
calendar days of such maternity leave is available to be used before child 
birth and not mre than 31 calendar days is available for use after child ' 
birth. 

(2) No portion of the eaployee's annual leave or sick leave will be 
charged against the maternity leave authorized; however, absences related to 
pregnancy that cccur before or after the maternity leave will be charged as 
appropriate to sick leave, annual leave, or W P .  

( 3 )  The employee will furnish a physician's certificate indicating the 
expected date of delivery and upon return to duty will furnish a physician's 
certificate establishing the DOB of the child. 

c. Supervisors will, whenever possible, honor enployee requests for 
assignment to lighter work or less demanding duties, particularly during the 
month before maternity leave. Pregnant qloyees will not be assigned overtime 
work against their will. 

d. At least 8 weeks before the expected date of delivery, the employee 
will submit a request for maternity leave to the supervisor. The medical 
certificate indicating the expected date of delivery mst acccPnpany the 
request. 
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7-8. UNPAID ABSENlJES. 

a. Leave without pay. 

( 2 )  LWOP i s  temporary nonpay status and absence f r m  duty granted a t  
the employee's request. LWOP w i l l  not n o m l l y  be granted i f  an employee has 
annual leave credited. LWOP i s  approved under the same general requirerents a s  
annual leave. LWOP m y  be directed i n  cases of installation or  office closure 
because of lack of work or funds, f i e ld  problems, practice aler ts ,  or  other 
reasons, only i f  the employee has no annual leave credited. 

( 2 )  There is no limitation on the amount of LFX)P tha t  m y  be granted. 
Hmver,  when granting LWDP for  periods over 30 days, the loss of services that 
m y  be needed by the organization w i l l  be weighed against the employee's needs. 
As a basic condition for approval, there mus t  be reasonable expectation that the 
employee w i l l  return t o  duty. In addition, scnne other benefit t o  the 
instal lat ion w i l l  result ,  for  example, increased job abi l i ty ,  protection or 
improvement of employee's health, or  retention of a desirable employee. 

(3)  Where an employee's i l lness  is  diagnosed as  requiring prolonged 
medical attention (for example, tuberculosis or  major surgery), and upon 
expiration of sick and annual leave accumulations, the employee m y  be carried 
i n  LWOP status for  the period specified by the medical officer, but not beyond 
one year £ram the date the i l lness  was discovered. This one year limitation 
does not apply t o  an employee with a work-related injury or  an occupational 
disease. The employee m y  elect t o  take termination-disability in l ieu of 
continuing on the ro l l s  in leave status, particularly i f  the LWOP status might 
exceed six months. 

(4)  LWDP for more than six mnths during the severance computation 
period is not creditable tan7ard severance pay canputation. 

b. Absence without leave. AWL is  an absence frcin duty tha t  has not been 
approved by the proper official .  Pay is denied for  the ent ire  period of 
absence. MOL hours w i l l  be charged and recorded in increments of quarter 
hours. When it is  administratively determined that an absence charged as AWOL 
was due t o  reasons beyond the employee's control or otherwise excusable, it m y  
be charged t o  annual leave, LWOP, or  sick leave, a s  appropriate. 

c. Nonpay time, LFRIP, for  mre than s ix  mnths per calendar year and all 
periods (1 or m r e  days) of AWOL and suspensions, mus t  be deducted frcanthe 
employee's t o t a l  creditable service. An exception t o  this rule i s  permitted for  
LWP when the employee was receiving campensation under an approved workers' 
compensation claim (e or  NAF Ehployers Self-Insurance Service) due t o  a 
disabi l i ty  resulting frcnn a job-connected injury or disease for  the period of 
LWOP. CWs w i l l  process SF 50-Bs t o  document changes i n  employee SCDs using 
quarterly reports received from servicing finance offices. (See subpara 
7 -2~(3)  ) . 



d. Suspensions. See chapter 12. 

e. Leave reduction rate. See subparagraph 7-5c. 

7-9. EXlCUSED m. An excused absence is an absence administratively 
authorized that does not result in a charge to leave and is paid at the 
non-overtime rate for the number of hours excused, up to the total number of 
scheduled duty hours. 

a. Installation closings. 

(1) When operations are interrupted by disasters such as floods, 
typhoons, fire, or similar situations, and a decision is mde to close all or 
part of an installation, the assigned employees may be excused frm duty 
without charge to leave or loss of pay for up to one day. Normally, in cases 
of severe rain or snmtorms, a liberal annual leave policy will be utilized. 

(2) When operations are suspended for managerial reasons (for 
exarrp?le, or water outage or breakdm of equipmt) knmn sufficiently 
in advance to permit the scheduling of leave, qloyees will not be excused 
frm duty without charge to leave or loss of pay. Norrrally, employees are 
notified 24 hours in advance, but where this is inpracticable, employees may 
be placed on annual leave if they are notified by the close of the preceding 
workday. If operations are unexpectedly suspended during a workday for 
managerial reasons, employees in a duty status at the time the earlier 
dismissal takes effect, may be excused frm duty for short periods of time 
(less than one workday) without charge to leave or loss of pay. 

( 3 )  When enployees are prevented frm working due to an unscheduled 
alert, they m y  be granted administrative leave for a maxirreun of one day if 
advance notification, as discussed in subparagraph 7-9a(2), was not 
possible. If the alert exceeds one day, all time in excess thereof will be 
charged to annual leave or LWDP. 

(4) An employee in leave status preceding and follaJing the closing 
of an installation will be carried in the same type of leave status during 
the period of closure. 

( 5 )  Any enployee whose services are required wkile an installation 
is closed or while normal operations are interrupted or suspended, will be 
notified as soon as possible. Normally, such qloyees are considered 
essential, and upon accepting the position, they will be notified of that 
status and the requiremnt to report for duty. If after notification, the 
enployee fails to report for duty, the absence will be charged as AWL if 
there is no adequate excuse. If the qloyee was incapacitated due to 
illness, the charge will be to sick leave under provisions of paragraph 7-6. 



b. Jbergency conditions. When employees cannot report fo r  work or  are 
l a t e  for  work because of severe storms, floods, f i re ,  or  breakdm of 
transportation f a c i l i t i e s  (for  example, bridge or  road), the employees may be 
excused without charge t o  leave or loss of pay for one hour. Periods m r e  than 
one hour w i l l  be charged t o  annual leave or W P  unless a c m d  policy 
decision is made t o  the contrary. 

c. Absences connected with employment. Absence from assigned duties i n  
connection with ac t iv i t ies  outlined k l c w  is considered duty time and, when 
requested by employees, supervisors w i l l  excuse employees without charge t o  
leave or loss of pay as  indicated i n  each case. 

(1) Administratively r e e d  vaccinations or imnunizations. Absence 
due t o  illness resulting £ram such vaccination or  hmnizat ion  w i l l  be excused 
i f  the physician ce r t i f i e s  the necessity for  the absence. 

( 2 )  Medical examinations. Required medical and X-ray examinations t o  
determine an employee's physical fi tness for  the job. 

( 3 )  Personnel office services. Absences fran duty t o  use CPO services 
when the supervisor concurs in the timing of an employee's request t o  use such 
services. T h i s  includes employees reporting t o  the CPO in another area for  
placement consideration a f t e r  personal interviews have been off icial ly 
requested. 

( 4 )  Appeals and grievances. Except when in an enforced leave status 
or  already separated, the time spent by an employee in attending hearings, 
e i ther  his am, as a witness, or representative for  another employee. The 
d e v e l o p n t  and documentation of an employee's appeal must be accomplished on 
nonduty time, except when it involves contacting off ic ia l  personnel and 
checking off ic ia l  records tha t  can be accomplished only during duty hours, i n  
which case, such time w i l l  be considered duty time, unless the employee is in 
an enforced leave status. 

(5) Absence t o  appear as  witness for the U.S. Government a t  ROK court 
or  U.S. court-martial proceedings. 

( 6 )  While being detained by ROK officials  in connection with a vehicle 
accident involving a U.S. Government vehicle driven by the employee when the 
employee is not a t  fault .  

d. Nursing an infant child. Upon request, female employees may be 
authorized 30 minutes, t w i c e  each working day for  nursing an infant unt i l  the 
infant is one year old. This nursing time w i l l  not be a l lwed during the f i r s t  
o r  l a s t  half-hour of the scheduled day or i n  connection with the lunch hour. 

e. Absence for  voting. 

(1) Employees who want  t o  vote in governmental elections a t  
c d t i e s  where they maintain voting residence may be excused without charge 



to leave for not more than 4 hours on all election days in local cities and 
provinces. En-ployees who will be voting in jurisdictions that require 
registration in person m y  also be excused without charge to leave for a 
IMxirrarm of 4 hours. Any denials will be coordinated w i t h  the 80 for final 
decision. 

(2) When an employee requests additional time off for voting because 
it will take longer than 4 hours to go to a legal residence to vote, e s i o n  
m y  be granted whenever practicable, and the absence mre than 4 hours wdl be 
charged to annual leave or W P .  

f. Use of official t h  by accredited officials of the KEU. 

(1) Accredited KEU officials m y  use official time without charge to 
annual leave or loss of pay IAW the provisions of the Labor-Management 
Agreement between USFK and KEu. 

(2) Supervisors will record approved use of official time on an SF 71 
(Application for Leave) as "other leave" and indicate it is for conduct of 
union-managemat business. 

7-10. PAID DAYS OFF FOR FAMILY EWEtWS. 

a. Employees may be excused frm duty without charge to leave and receive 
pay at the non-"overtime rate for the total number of duty hours n o d l y  
scheduled to observe the follawing family events: 

(1) Employee's marriage -- 5 days. 

(2) Marriage of employee's child -- 2 days. 
(3) Funeral of qloyee's parents -- 5 days. 
( 4 )  Funeral of employee's spouse -- 5 days. 
(5) Funeral of employee's child -- 3 days. 

( 6 )  Funeral of employee's spouse's parents -- 3 days. 
( 7 )  60th birthday of aployee's parents -- 1 day. 

NUI'E: The number of days indicated above are continuous workdays. Legal 
holidays are counted as mrkdays but regularly scheduled days off are not. 
Prior supervisory approval is required for all cases except when the absence is 
due to the death of a family mmher. The employee will notify the imnediate 
supervisor as soon as possible when such absences occur. 

b. Supervisors will record absences for family events on the employee's 
record card. An SF 71 will be used to d0cumsn.t leave granted to observe family 
events. 
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7-1 1. VOLUNTARY LEAVE TRANSFER PROGRAM (VLTP). This program provides for the 
transfer of annual leave to employees with temporary medical emergencies. This program 
applies to permanent employees who have completed their trial employment period. This 
program is effective 1 January 1999. This program does not apply to employees who are 

. 

entitled to "Termination - Disabilities". 

a. Definitions. 

(1) Leave Transfer. Unused accrued annual leave of an employee donated for use by 
another employee who has an approved medical emergency. Leave is not transferable 
between service components, invited contractors, NAF activities with different fund sources, and 
between AF and NAF activities. 

(2) Leave Recipient. A current employee who receives donations of annual leave from 
one or more leave donors. 

(3) Leave Donor. An employee who voluntarily transfers hisher unused accrued annual 
leave to the annual leave account of a leave recipient 

(4) Medical Emergency. A temporary medical condition of an employee which will 
require or is expected to require an employee's absence from duty for a prolonged period of - -- 
time and which will result in a substantial loss of income to the employee because of the 
unavailability of paid leave. Medical emergency is an involuntary situation over which the 
employee has no control. An employee who is eligible for a "Termination-Disability" is not 
eligible to receive leave donations. 

(5) Transferred Leave Status. The administrative status of an employee 
using transferred leave. 

(6). Leave Bank. An account of unused donated annual leave. 

b. Leave Recipient Application and Procedures. 

(1) An employee must have exhausted or be in the process of exhausting all of h;is/her 
annual and sick leave and is or will be in a LWOP status for a minimum of 40 hours to be 
eligible for the VLTP. A copy of the employee's most recent leave and earnings statement must 
be attached to the Leave Recipient Application. There is no limitation on the number of times an 
employee may apply for leave donations. However, when an employee repeatedly requests 
leave donations, the employee should be referred to a medical officer to determine whether or 
not the employee is eligible for termination-disability. 

(2) An employee with a medical emergency must submit a USFK Form 188EK (Leave 
Recipient Application) (see page 7-17), to histher immediate supervisor. Within 3 workdays 
from the date the employee submitted the application, the supervisor will make a determination 
whether or not the 
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application satisfies all requirements of the VLTP. If the application is determined to be 
appropriate, the supe~sor  will forward it to the senriang Civilian Personnel Advisory 
CenterlCivilian Personnel Office (CPACICPO). If the application does not satisfy all the 
requirements of the KIP, the supervisor will retwn the application to the employee with an 
explanation and instructions for submitting a request for reconsideration. 

(3) An employee's USFK Form 188EK must be supported.with a statement from a 
physician. The physician's statement must describe in English the medical reason for the 
employee's absence. If the employee is incapable of completing the application, a dose relative 
of the employee or another employee may submit the request on histher behalf. The supervisor 
should attempt to obtain the consent of a dose relative if the request is submitted by another 
employee. 

(4) The CPACICPO will confirm that the application meets all requirements. The 
CPACICPO will then forward the application to the servicing payroll ofice and also maintain all . 
required records for future reports. If the application does not meet the requirements, the 
CPACICPO will return the application to the supervisor for the supervisor to return the 
application to the employee with the reason for the return. 

(5) The need for donors will be publicized by the servicing CPACICPO for eligible 
employees to donate their annual leave to the employee requesting the leave transfer. --  - 

(6) The leave recipient is responsible for immediately informing histher supervisor in 
writing when the medical emergency has terminated. 

c. For leave donors. 

(1) The 'USFK Form 189EK (Request to Donate Annual Leave to Leave Recipient) (see 
page 7-18), will be used by employees who wish to donate annual leave to a leave recipient. 
The request will be submitted to the servicing CPACICPO. 

(2) The CPACICPO will review the request to donate annual leave, and will confirm . 
compliance with the requirements of the VLTP. If the request is appropriate, CPACICPQ will. 
forward it to the servicing payroll office. If the request is not appropriate, the requestor will be 
informed within 3 workdays of the reason and the instructions for re-submitting a request for 
reconsideration. 

(3) Upon termination of a leave recipient's medical emergency, unused donated leave 
will be deposited into the Leave Bank for use by any authorized leave recipients. 

d. Reconsideration. When an employee fails to informally resolve a concern regarding leave 
sharing request. heishe may request a single reconsideration by an official above the one who 
denied the initial request. This must be done within 15 work days of the notification that the 
request did not meet all the VLTP requirements. The reconsideration process and decision will 
be the final administrative determination on the matter and cannot be grieved or appealed. 
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e. Limitation on Donation. A leave donor may donate any amount of unused annual leave 
balance on hand as of the date the leave donation is made. Projected leave hours may not be 
donated. The minimum amount of leave which may be donated is one hour. A leave donor 
cannot and must not accept any benefit from the leave recipient or anyone in return for the 
donation of leave. 

f. Retroactive Substitution. Transferred annual leave may be retroactively substituted for 
periods of LWOP or used to. liquidate an indebtedness due to advanced annual andlor sick 
leave granted on or after the date established by approving official as the beginning period of 
the medical emergency for which LWOP or advance leave has been granted. 

g. Termination of Medical Emergency. The leave recipient's supervisor will continue to 
. monitor the status of the medical emergency affecting the leave recipient to ensure that the 

employee is still affected by the medical emergency. 

(1) A leave recipient's medical emergency will terminate when any of the following apply: 

(a) When the recipient's employment is terminated. 

(b) When the leave recipient's supervisor receives a written notice from the leave 
recipient or from a personal representative of the leave recipient that the recipient is no longer. . - .  

affected by the medical emergency. Termination of enrollment is the date on which the medical 
emergency ceases to exist. 

(c) When the leave recipient's supervisor determines, after written notice' and opportunity 
for the leave recipient or a personal representative of the leave recipient to answer orally or in 
writing, that the recipient is no longer affected by a medical emergency. 

(2) Supervisors must immediately notify, in writing, the servicing CPACICPO, for . . 

notification to the payroll office when an approved leave recipient's medical emergency 
terminates and whether or not the recipient returns to duty. 

h. Accrual of Annual and Sick Leave. The maximum amount of annual and sick leave-a 
recipient may accrue, while in a transferred leave status, is 40 hours of annual and 40 hours of 
sick leave. The accruals for annual and sick leave will be made at the same rate the recipient 
earned under regular leave accounts. The employee will be credited with a prorated accrual for 
the partial pay period or periods involved at the start andlor end of transferred leave status 
when these occur in the midst of a pay period. These accrued hours will be placed in separate 
leave accounts and may not be available for use until the medical emergency has been 
terminated, or until the employee has exhausted all transferred leave made available to hirnther. 

i. Annual Leave to Supervisors. Annual leave may not be transferred to any supervisor in 
the leave donor's chain of command. 
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j. Abuse. An employee shall not directly or indirectly intimidate, threaten, coerce, or attempt 
to intimidate, threaten, or coerce other employees for the purpose of interfering with any right 
the possible donor or recipient may have with respect to donating,leceiving, or using annual 
leave under this regulation. 
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INFORMATION MAY 0 MAY NOT 0 BE DISCLOSED. 

e7tf %oL!Ol 34 Y 84 7 1 6 3  'd7t47lQ. +!lt 39, W +!*t *I+ N W E  494-0 I g q  
14. SIGNATURE OF DONOR 71%t!Ql 4g : ( 15. DATE SIGNED 4 $: 

8. AMOUNT OF ANNUAL 
LEAVE AS OF END OF 
LAST PAY PERIOD 
*I+ H ~ I ~ V I * ~  
94 at '471 A l e :  

I I I 
USFK FORM 189EK. 1 DEC 98  
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2. JOBTITLE q$): 

1 

3. GRADE - 39: . 

4. ROK ID No. 995f 

9. AMOUNT OF ANNUAL LEAVE 
PROJECTED TO FORFEIT T HIS 
LEAVE YEAR AS OF END OF 
LAST PAY PERIOD 
*it) 3471eI % q ~  e94 
aFYdI%oL! e7t Ale: 

7. ORGANIZATION 24%: 

5. PAYROLL No. aqq?)%*: 

10. AMOUNT OF 
ANNUAL LEAVE 
TO BE DONATED 

d7t 4b: 

6.  PAYROU ACCT No. 3 4 % ~ :  

1 1. INDIVIDUAL'S NAME OR lDEMlFiCATlON 
NO. TO WHOM LEAVE IS BEING DONATED 

, 6718 718W ~ t w  'tl'EI43 E* 
H4%O: 



PAY ADMINISTRATION 

8-1. m. This chapter establishes requirements and procedures 
governing pay administration. 

8-2. DEFINITIONS. 

a. Adiusted pay - the previous pay (base pay plus CAP (together) also 
are called "cmbined rate")  provided it does not exceed the top step of the 
grade t o  which appointed. I f  the  current rate  f a l l s  between two steps on the 
scale for  the new grade, the employee w i l l  be paid the higher rate. 

b. Base pav or basic wv rate - the m u n t  of salary o r  wages 
corresponding t o  a particular grade and step of the of f ic ia l  wage schedule 
without any alluwance, premium, or  other fringe benefit. For enployees on 
saved pay, it is the mmt of salary or wages without CAP and other 
allmmces, premium, or  fringe benefits. 

c. Canbined rate - the ccabined m u n t  of base pay plus CAP. 

d. Hishest previous rate - the current rate of pay for  the highest 
grade and step previously held fo r  one consecutive year. 

e. Reqular hours for pay administration - the n o d l y  scheduled work 
hours per pay period exclusive of overtime hours. For enployees on special 
tours of duty, they do not seed 224 hours per four week pay period. For 
other employees, they do not exceed 44 hours per week. 

f .  Saved pay (also called pw retention) - the ccanbined ra te  held by 
an q l o y e e  imnediately before being involuntarily C E  without personal cause, 
applied when the q l o y e e ' s  current ra te  exceeds the cdined ra te  of the top 
step of the  lwer grade t o  which assigned. 

a. Employees w i l l  be paid IAW authorized US. Forces wage schedules. Wo 
types of wage schedules apply t o  Korean employees; manual KWB and n o m u a l  
KGS. These schedules w i l l  be used with authorized pay categories and grades. 

b. Employees must be paid a r a t e  equal t o  one of the steps of the grade t o  
which assigned except as authorized by paragraph 8-4. Pay rates  m y  be 
adjusted only in conjunction with an off ic ia l  personnel action or  a step 
increase IAW rules se t  forth herein. 

c. Procedures for applying revised wage schedules are at  appendix D. 



8-4. SElLTING PAY RATES. 

a. Upon initial employment or  reemploymnt, only basic rates of pay w i l l  
be considered i n  making pay ra te  determinations. All new employees without 
prior USFK service start a t  step 1 of the grade t o  which assigned except as 
authorized by paragraph 8-5. 

b. Former USEK employees and former employees of USFK invited contractors 
reemployed a f t e r  a break i n  service (separation f r m  the r o l l s  for  mre than 
three calendar days but not mre than 18 mnths) who do not have reinstatement 
priority,  w i l l  have the i r  pay ra te  set a t  a rate closest to ,  but not more than, 
the highest previous ra te  (HPR) previously held for  a job in the same line of 
work. The HPR mst have been held for  a t  leas t  one consecutive year 
imnediately prior t o  separation. (m: The t e r m  "line of work" used in 
t h i s  chapter includes all jobs and axupations that  are closely related t o  one 
another in such ways as the similarity of functions performed and the 
transferabili ty of knmledge and skills frcnn one job t o  another. Examples are 
a carpenter and a preventive maintenance worker, who performs woodworking 
tasks; or  an electronics technician and an electronics m x h d c .  Jobs in 
different but related occupations are not always in the same line of work.) 
The servicing CPO w i l l  set the pay ra te  IAW l ine  of work considerations and HPR 
for  fo rmr  USFK or  invited contractor jobs in which the enplayee served for  a t  
leas t  one year. HPR mst have been held imnediately preceding separation. 

c. Employees reenplayed follawing an honorable discharge frcnn the ROK 
Armed Forces or  a break i n  service of 18 mnths o r  less a f t e r  separation due t o  
FUF w i l l  be granted the same step of the grade held at the t b  of separation 
(e.g., highest previous ra te ) .  I f  reemplayed in a lwer grade, maxir;Plm salary 
protection w i l l  be provided. The employee's pay may be adjusted WE the 
current equivalent of the highest step ra te  previously held; in no case w i l l  
the pay ra te  exceed the top step ra te  for  the grade i n  which newly appointed. 

d. Change i n  employment status. 

(1) When enp?loyment s tatus is changed, on a voluntary o r  involuntary 
basis, between APF and NAF, between direct hire and indirect hire (KSC), o r  
between invited contractor and d i r e c t  hire, the eqloyees involved w i l l  be paid 
the i r  merit rate of pay, i f  the change in status is a t  an equivalent grade 
level. 

(2) When employment s tatus is C E  on a voluntary basis, the enployees 
involved w i l l  be paid the i r  current r a t e  NFE the top step of the grade t o  which 
appointed. When the current r a t e  f a l l s  betwen t m  steps of the grade t o  which 
the employee is being assigned, the luwer step wi l l  be used. 

( 3 )  When change i n  enployment s tatus results in a praancrtion action, 
the provisions of subparagraph 8-4e w i l l  be f o l l d .  

( 4 )  When employment s tatus is changed on an involuntary basis such as 
RIF or  TOF, the pay fixing provisions of subparagraph 8-4h(l) w i l l  be f o l l d .  



(1) An employee reassigned t o  another position of the same grade in 
the same pay schedule w i l l  be assigned a t  the same step rate. 

( 2 )  An employee reassigned t o  a position under a different pay 
schedule, either i n  the s m  or  a different grade that  has the same basic pay 
ra te  for  step 1, w i l l  be assigned at the sane basic pay rate or, i f  the l a s t  
basic pay ra te  f a l l s  between two steps of the grade in the  other schedule, a t  
the higher of the two steps. 

f .  P r m t i o n .  When an employee is p r m t e d ,  the basic pay ra te  w i l l  be 
fixed a t  the lmst step ra te  in the higher grade tha t  exceeds the l a s t  basic 
pay ra te  by an amunt equal t o  one f u l l  step of the grade fran which pramted. 
When this m u n t  (present r a t e  plus one step) f a l l s  between two steps of the 
higher grade, the higher of the  two steps w i l l  be used. This applies t o  
advancemnt within the same pay schedule and mvemnt between KWB and KG3 
positions when the step 1 ra te  of the new grade i s  higher than step 1 ra te  of 
the grade f r m  which p r m t e d .  A special adjustment m y  be requFred for  an 
employee changing between KGS and KWB positions when the new position has a 
higher step 1 rate but lower CAP. The pay is adjusted t o  a step in the new 
grade whose c d i n e d  ra te  is equal t o  the ccanbined ammt of base pay one step 
higher than the employee held in the  grade frcanwhich prcanoted plus the CAP 
r a t e  for  the former grade. I f  the ccartbined rate  for  the  grade from which 
prconoted f a l l s  between two steps plus CAP of the new grade, the base pay is set 
a t  the higher of the two steps. Employees who are not on saved pay who are 
repromted t o  a former or an intermediate grade that is higher than the current 
grade w i l l  have the i r  pay set IA?d these procedures. 

g. Repromtion of employees on saved pay. When an employee is r e p r m t e d  
while receiving saved pay ( subparagraphs 8-4h ( 1 ) (e ) and ( f ) ) and the cohnbined 
ra te  i s  less than his saved pay rate,  the assigned saved pay ra te  i s  used. 
When an employee is  repramoted t o  a former ox t o  an intermediate grade that is 
higher than the  current grade, the ra te  of pay is adjusted t o  the highest 
scheduled step ra te  (i .e. ,  highest previous rate)  t h a t  does not exceed the 
current equivalent step rate  f r m  which previously reduced. When the saved 
rate f a l l s  between two steps of the grade t o  which the employee is t o  be 
repromoted, the rate  w i l l  be fixed a t  the higher of the two steps. 

(1) When an employee's position is CLG due t o  grade change of 
benchmark jobs, revised classification cr i ter ia ,  correction of classification 
error, mandatory placement, or  RIF, the follming provisions apply: 

( a )  Pay fixing determinations w i l l  be based on the c d i n e d  rate.  

(b) Employee must have completed 90 days in the higher grade prior t o  
the effective date of the CLG. 



(c) If the emplcryee has not cmpleted 90 days in the current higher 
grade, the c d i n e d  rate of the next mst recent position w i l l  be used. 

(d) If the current carrbined rate f a l l s  within the pay range, including 
both base pay and CAP, of the latier graded position, the enplcryee's pay will  be 
set a t  a step rate which, when ccmbined w i t h  the CAP for the laver graded 
position, equals the current c-ined rate. If the current ccmbined rate 
thereby d d  result in the base pay falling betwen two steps of the laver 
grade, the higher of the two steps w i l l  be used to  establish the pay rate. 

(e)  If the current c d i n e d  rate exceeds the pay range, including base 
pay and CAP, of the lcwer graded position, the enployee's current c d i n e d  
total of base pay, plus CAP, will be saved prwided the follaJing cr i ter ia  is 
met: The q l c r y e e  msh have served continuously for one year irrmEdiately 
preceding the CLS in a permanent position or positions i n  which the current 
cclrtvbined rate is greater than that of the lmer graded position. The ra te(s)  
earned during the one year period need not be the same as long as  the rate for 
each position held is m r e  than that of the step 12 of the 1- grade 
position. The rate saved will be the one earned imnsdiately preceding the CCG. 

( f )  Saved pay rate w i l l  be terminated when the c d i n e d  rate is 
overtaken by a newly authorized wage schedule, upon a break in service of three 
or m r e  workdays, upon a CLG or reassignment for personal cause or a t  the 
q l u y e e ' s  request, or  when the q l u y e e  is placed in a position w i t h  a 
c d i n e d  rate that is higher than the saved pay rate. 

(g) RIF affected enplqees who accept a position more than three 
grades or three-grade intervals below the current grade w i l l  not receive saved 
pay. Such q l a y e e s  w i l l  be paid their  current c d i n e d  rate, not t o  exceed 
that of the top step, plus CAP, of the position to  which assigned. 

(2) Ehployees CLG due t o  unsatisfactory performance are not eligible 
for saved pay rates as described above. Pay w i l l  be fixed at step 1 of the 
l m e r  grade. 

(3 )  If CLG resulted fran enplayee response t o  a vacancy announcement, 
pay w i l l  be fixed at the cdined rate closest to, but not in excess of, the 
current cahined rate or the top step, plus CAP, of the new grade. This 
included CLG at personal request, provided the esrplayee is not under a warning 
notice for poor perfonwmze or conduct. 

(4) Ehployees who apply for luwer graded positions after notification 
that are subject t o  RIF are not to  be considered voluntary applicants. The 
procedures as described in subparagraphs 8-4h(l)(a) through (g) w i l l  apply. 

(5) B@ayees placed in lcwer graded positions due t o  physical 
limitations are eligible far  saved pay rates as described in subparagraphs 
8-4l-41) (a) thro~sh ( g )  



(6) wloyees placed in a laer graded position due to additional job 
qualifications imposed by management are eligible for saved pay rates as 
described in subparagraphs 8-4h(l)(a) through (g). 

(7) Etqloyees receiving saved pay who are subsequently placed in 1- 
graded positions will have their pay fixed as described in subparagraphs 
8-4h ( 1 ) (a) through (g ) . The current saved pay rate (ccanbined rate) will be 
used. 

(8) Upon termination of a temprary pramtion, the pay rate will be 
fixed at the rate held M a t e l y  prior to the effective date of the temporary 
pramtion, except that the rate in the laver grade may include any step rate 
for which the employee would have becare eligible if the employee had remined 
in the 1- grade during the pricd of tonporary pramtion. 

i. Step increase. When a change to another position is effected on the 
same date that a step increase becms due in the relinquished position, the 
step increase is considered to have preceded the position change, and the 
qlayee's previous rate will be increased by one step prior to fixing pay in 
the new position. In this case, the following remark will be placed on the SF 
50-B: "Enployee ccanpleted all eligibility requirements for step increase on 
_(Date) It 

j . Review of pay entitlemmt . Requests f ran employees for review of pay 
entitlement determinations mst be suhitted to the servicing 80 NLT 24 months 
after the effective date of such determinations. These requests should be 
sukanitted as soon as an error is discwered or suspected. 

8-5. ADWWXD IN-HIRING RATES. 

a. Pdvanced in-hiring rates may be established at any step rate for 
specific jobs based on recruiting difficulties and local pay practice. 
Advanced in-hiring rates mst be approved by the joint services. Requests for 
establis~t of in-hiring rates will be satted to HQ USFK, CCPD, A!ITN: 
F'KB-(X, Unit #15237, APO AP 96205-0010. 

b. Advanced in-hiring rates may be set for an applicant at a pay rate MlE 
step 5 of the grade for which selected when the individual's qualifications are 
materially higher than minifiarm requirenwts (experience and/or training) for 
the job and are directly pertinent to job requkemmts. Justification for such 
action and the CFQ's apprwal will be made a mtter of record in the OPF of the 
selected qluyee. Reference to the possible use of an advanced in-hiring rate 
will be included in recruitment announcestlents for any position where 
application of this advanced in-hiring rate is warranted. 

8-6. NIGiT SHIFT D-IAL. An enpluyee is entitled to night shift 
differential pay for work actually performed between 2200 and 0600 hours. The 
night shift differential pay rate is an additional 50 percent of base pay, W ,  
and supervisory differential paid under paragraph 8-18. Night shift 
differential will not be paid for absences due to leave, holiday, or excused 
absence. 

8-5 



a. Hours worked between 2200-0600 hours that are in excess of 8 hours in a 
day or 44 hours in a w e e k  are paid at both the night differential and overtime 
rates. Overtime pay is 150 percent of base pay, CAP, and supervisory 
differential; therefore, night differential overtime is 200 percent of base 
pay, CAP, and any supervisory differential. For exarrple, an qloyee who 
worked 15 hours (0800-2400 hours w i t h  one hour for lunch) d d  receive-- 

-- Eight hours of regular pay (base pay, CAP, and other applicable 
alluwances ) . 

-- Seven hours of overtime (150 percent of base pay and CAP). 
-- Tim hours of night differential (50 percent of base pay and CAP). 

b. Hours worked on a holiday between 2200-0600 hours that are in excess of 
8-hours in a day or 44 hours in a week are paid at the night differential, 
overtime, and holiday rates. These hours will be ccrrp~ensated at 300 percent of 
base pay, CAP, and any supervisory differential (50 percent for night 
differential, 150 percent for avertbe, and 100 percent for holiday). For 
exarrp?le, an qlqee who worked 15 hours (0800-2400 hours with one hour for 
lunch), on a holiday, d d  receive-- 

-- Eight hours of regular pay (base pay, CAP, and other applicable 
a l l m e s  ) . 

-- Seven hours of overtime (150 pexcent of base pay and CAP). 
-- 'Ib hours of night differential (50 percent of base pay and CAP). 

-- Fifteen hours of holiday pay (100 percent of base pay and CAP). 
8-7. HOLIIIW RRl!ES (Holiday Prrmim). 

a. An employee who perfornrs work on officially designated 'Korean holidays 
(prescribed in chapter 6) is entitled to holiday premium pay. The pqmxnt of 
holiday prdum is 100 percent of base pay, CAP, and supervisory differential 
paid under the provisions of paragraph 8-18. Work in excess of 8 hours per day 
or 44 hours per week that occurs on a holiday will be entitled both the holiday 
prdum pay and avestime pay. For e.xanple, an enpluyee who worked 12 hours on 
a holiday muld receive-- 

-- aght hours of regular pay (base pay, CAP, and other applicable 
allmances ) . 

-- Wive hours of holiday premium pay (100 percent of base pay and 
CAP) 

- Four hours of avertime pay (150 percent of base pay and CAP). 



b. Holiday rates do not apply t o  any part of a daily tour t h a t  begins the 
day before a holiday and ends on the holiday. Conversely, holiday rates apply 
t o  the en the  tour of duty when it begins on a holiday and ends the next day. 

c. Ehployees are entitled t o  pay for the holiday i f  an q l o y e e  is in pay 
status either the work day before or the work day after the holiday. 

a. Payment i n  the m u n t  of 150 percent of the scheduled base hourly rate, 
hourly CAP, and any h d y  supervisory differential is authorized for all time 
actually worked in excess of 8 hours in any workday or 44 non-uvertim hours in 
any workweek, except for q l a y e e s  working a special tour of duty who will be 
c h a t e d  as described in chapter 6, subparagraph 6-3d. 

b. O v e r t h  pay w i l l  ap@y only for continuous work over and above 8 hours 
a day or 44 non-avert& hours i n  any worm, eccept in the case of call-back 
overtime and for employees on special tours of duty. 

c . Authorized absences f ran work in pay status (e.g., leave or excused 
absence) will be counted as hours actually mrked and w i l l  count tmard the 
weekly threshold a t  which overthe rates begin. Absences in a pay status of 
mre than 8 hours in any work day, or  a canbination of paid hours absent and 
hours worked, will not be counted as m r e  than 8 hours for purposes of paying, 
overtime. Any additional hours will  be paid a t  the basic pay rate. 

d. Absences connected w i t h  emplayrrwt (chap 7, subpara 7-9c) w i l l  be 
counted as hours actually worked and will count tmard the threshold a t  which 
overt irnE? rates begin. 

a. Etxployees are automtically advanced between steps of the grade t o  
which assigned after ccarp?leting the required amount of creditable service 
unless they have received a warning l e t t e r  indicating unsatisfactory work 
performance. Wloyees who have been instructed by a warning l e t t e r  t o  imprave 
their work performance w i t h i n  a specific period of time (MI33 90 days) will  not 
be given a step increase until  the final  decision is made as t o  their  
performance a t  the end of the warning period. 

(1) Step advancement is authorized according t o  the schedule beluw. 
Part-tirrre enployees w i l l  be eligible for a step increase when total  hours i n  
the& establishedtour equals the n m h r  of hours represented by 52, 76, 156 
weeks, ox 2,080, 3,040, or 6,240 hours, respectively. 



2 or 4-WEEK PAY PEEUOD 

52 weeks 
52 weeks 
52 weeks 
52 weeks 
52 weeks 
52 weeks 
76 weeks 
76 weeks 
76 & 
156 & 
156 veeks 

l4JmwLY PAY PERIOD 

12 mths 
12 mnths 
12 months 
12 months 
12 mnths 
12 mnths 
18 mnths 
18 mnths 
18 months 
36 mnths 
36 mnths 

(2 ) A new waiting period begins-- 

(a) On the date of appointmnt or on the effective date of a 
prcsnstion, step increase, or other personnel action that results in an increase 
in an enployee's pay rate equal to the next step increase in the grade held 
imnediately before such personnel action beces effective. 

(b) When an qloyee is CLG IAW subparagraph 8-4h(l). 

(3) A new waiting period is not requFred when there is an increase in 
pay resulting fran application of revised pay schedules. 

b. Creditable service. 

(1) Service mst be continuous. A break in service (separation frcm 
the rolls for mre than three calendar days) requires the beginning of a new 
waiting period. Annual leave, sick leave, AWOL, suspension, or excused 
absences are not a break in service. Haever, periods of AWOL and suspension 
will be added to the waiting period. A change betwen APF and NAF or between 
invited contractor and direct hire status does not interrupt otherwise 
continuous service. 

(2) Service in other grades is creditable unless the beginning of a 
new waiting period is required as specified in subparagraph 8-ga(2). 

(3) Periods of excused unpaid absence not exceeding a tatal of two 
workweeks (64 hours for part-time esrpluyees) during the waiting period are 
creditable. Periods of unpaid absence in excess of two workweeks rmst be 
offset by an arnxlnt of creditable service equal to the excess before the next 
step increase can be effected. This provision does not wly, however, when 
absence is due to job-connected injury or disease for which the employee is 
receiving ccanpensation fran the OW@P or under workers' capensation insurance. 

(4) On reinstatement after separation, military or disability, the 
qloyee is entitled to any credit a d a t e d  tmad waiting period 
requirements prior to such separation. 



c. Effective dates. Step increases are effective at the beginning of the 
next pay period follming the capletion of the required amount of creditable 
service. If the last day of a period of creditable service is also the 
beginning of the next pay period, the step increase is effective at the 
beginning of that pay period. When, because of error, a step increase was not 
processed when due, it will be made effective retroactively to the proper date 
provided the error is dettxted by, or brought to the attention of, the CPO 
w i t h i n  two years follawing the date the step increase was due. 

d. Processing. BOs, in conjunction w i t h  the servicing finance office, 
are responsible for timely processing of step increases. 

a. Wages earned during a pay periud will be payable on regular paydays as 
established by the finance office or NAF custodian but NLT 12 calendar days 
follaJing the close of each pay period. In case of a bona fide emergency 
verified by the supervisor who signs the official T&A fom, an enqloyee will be 
permitted to draw any earned pay in advance of the regular payday by use of the 
supplemental payroll procedure. 

b. In case of death, all unpaid wages and other money due the deceased 
employee will be paid, as determined IAW ROKG law, by use of the supplerrental 
payroll 'procedure. 

c. Bonuses m y  be paid either on regular paydays or on special paydays as 
long as the time for paymnt specified in paragraph 8-12 is met. 

d. Pa-t of per diem, as distinct frmwages, is authorized at rates 
prescribed in USFK Reg 37-4, when an employee is required to travel or be 
absent frcm the normal place of employment or pernranent duty station in 
connection w i t h  official duties. Per diem is paid upon apprwal of a specific 
voucher supported by travel orders, and nat as part of a payroll. 

8-11. SEVERANCE PAY. 

a. Genera l .  Eligible eqloyees are entitled to a 1-mth average total 
wage for each year of continuous service. Canputation of one month's pay for 
APF enployees will be based on the monthly total wage of the highest three 
consecutive mnths during the 12 mnths M a t e l y  preceding the last pay 
pericd ending on or before 31March of each year. The total wage includes base 
pay, premium pay, supervisory differential, allowances, and bonus payment, 
prorated aver the entire 12 months. Accrued severance pay will be placed in 
the errp?loyeels bank account annually. It will be deposited NLT 30 days after 
the annual cutoff date of 30 April. Severance pay for invited contract01~ and 
NAF employees may be canputed annually or quarterly and will be deposited in 
the eqloyee's bank account NLT 30 days after the annual or quarterly cut-off 
date. 



b. Eligibility. 

( 1) Full-time APF and NAF qloyees, including those of invited 
contractors, are eligible for severance pay. 

(2) Effective 1 September 1982, the following part-time qloyees are 
eligible for severance pay based on pay actually received during the 
ccmputation period: 

(a) Eqloyees w i t h  a minimrm of one year of continuous full-time 
service who are involuntarily separated and rehired within six mnths as 
part-time qloyees fran the ARPL. 

(b) Errpluyees who have previously worked at least one year of 
continuous full-time seryice before conversion to part-time errp?layment as a 
result of FUF. 

(1) Employees involuntarily separated, through no fault of their awn, 
will receive one mre mnth of normal wages in addition to severance pay. To 
be eligible, qluyees nust have capleted at least one full year of service at 
the time of separation. The change bebeen APF to NAF or NAF to APF is not 
considered to be a separation of qlaynrent fran USFK. 

(2) Upon separation fran TJS?K by other than resignation or re~rrwal for 
cause, creditable service for severance pay purposes will include accrued sick 
leave. In determining service length credit for severance pay puxposes, all 
periods of an qluyee's creditable service and the period represented by 
unused sick leave at the t h  of separation will be added; and any fractional 
part of a mnth in the total will be eliminated. In those cases where accrued 
sick leave is transferred to a gaining USFK activity or ccnponent, the accrued 
sick leave will not be used in determining creditable service. 

( 3 )  severance pay will be prorated for periods of less than a year. 
Each full mnth will constitute 30 days of continuous service. No credit will 
be given for periods of less than one month. 

( 4 )  Final pay of qluyees remved for cause involving theft or 
misappropriation of U.S. gcrverrmrerrt property will be withheld to satisfy any 
fjnancial liability to the errplaying activity. 

( 5 )  Service under NllE (for exanple, tenparary) appointamnts will be 
credited when such service constitutes a part of an arpluyee's total continuous 
service. A break in service of three calendar days or less between a NIB 
appointmnt and an indefinite appointment is considered to be continuous 
service. 



(6) T ~ S  spent in managemsnt-approved and managerent-directed nonpay 
status (for example, IWP and suspensions) is creditable provided it does not 
exceed 6 months per calendar year. (See chap 7, subpara 7-&. ) Periods in 
LWP status due t o  job-related disability (for example, cclmpensation cases 
under FECA or under workers' catpensation insurance plans) are creditable for 
severance pay purposes, in that the length of such periods w i l l  be included as 
though the erployee had received wages during those t h s .  

(7 )  Creditable service is  transferable between APF organizations and 
NAFI, t o  any organization tha t  is not covered by a servicing agr-t, or 
between dired hire and indirect hire, except for invited contractor 
q l a y m e n t .  Severance pay obligations w i l l  not be liquidated at the time of 
change in enplqaent (for example, f r a  NAF t o  APF). Changes f r m  APF t o  NAE', 
or NAF t o  APF, w i l l  not be considered a change in q l a y m e n t  conditions. 

(8) For q l o y e e s  &d on a 4- pay period, "total wage" w i l l  be 
ccarrputed by &tiplying the 4- man average of the three highest 
consecutive Q-week pay periods by 1.1. 

( 9 )  " N o d  wage" is the mnthly mean average of 3 mnths base pay for 
regular hours received during the highest 3 consecutive months of the 12 mnths 
irmaediately preceding the date for which the n o d  wage is being c q u t e d .  
For qloyees paid on a 2-wek or 4-week pay period basis, "normil wage" is 
c q u t e d  in the same way as indicated in subparagraph 8-llc(8). In those cases 
when a full-time q l o y e e  is working a schedule that results i n  less than 40 
non-avert& hours per week (e. g . , 4 ten-hour days) the " n o d  wage" w i l l  be 
based on a 40-hour week. 

(10) SCDs for severance pay purposes w i l l  be changed annually t o  the 
date inmediately folluwing the las t  day for wkich severance pay was paid. 

(11) USFK severance pay l iabi l i ty  w i l l  cease as of the date the 
accrued severance pay is deposited in an individual employee's bank account. 
Therefore, enployees in a nonpay status in subsequent carputation periods w i l l  
not be eligible for severance pay until  they have been returned t o  duty for at 
least 30 days. 

(12) Upon separation, the service period for which severance pay has  
not been deposited in the errp?loyee8s account w i l l  be prorated t o  the l a s t  f u l l  
mnth of service. The proration w i l l  be the average one mnth of to ta l  wage 
received during the period since the las t  cut-off date imrediately preceding 
the separation, &tiplied by each full month of service since the l a s t  annual 
severance pay cutoff. The average one month of to ta l  wage w i l l  include 1/12th 
of the bonus payments received during the 12 months preceding the separation. 

a. Eligible arrployees w i l l  be paid the following bonuses: 



( 1) Sumner bonus. A sumner bonus of one mnth' s pay will be paid to 
personnel enplayed as of 30 April who have three mnths' continuous service, 
froan 1 February through 30 April. Payment will be made in June. 

( 2 )  Chusok bonus. A Chusok bonus of two mnths ' pay will be paid to 
personnel enplayed as of 31 July who have three mnths' continuous service, 
frm 1 May through 31 July. Payment will be made before the Chusok holiday. 

(3) Year-end bonus. A year-end bonus of two mnths' pay will be paid 
to personnel emplayed as of 31 October who have three mnths' continuous 
service, fran 1 August through 31 October. Payment will be made in Decerher 
prior to ChriStTMS. 

( 4 )  Umar New Year bonus. A Umar New Year bonus of one =th's pay 
will be paid to personnel enplayed as of 30 Nove&er who have three mnths' 
conkinuous service, frm 1 S e p t h  through 30 Nownhr. Payment will be IMde 
before the Lunar New Year holiday. 

(5) Spring bonus. A spring bonus of one mnth's pay will be paid to 
personnel enplayed as of 31 January who have three months' continuous service, 
frm 1 N o v e d x r  through 31 January. Payment will be made in March. 

b. Eligibility. 

(1) Full-time, part-time, and intermittent enployees are eligible. 

(2) New enployees with at least one mnth (30 days) of continuous 
service during the 3 mnths imrrediately prior to the eligibility date will be 
paid one third of the bonus payment for each 30 days of service to their 
credit. Those employed during the entire mnth of February will be considered 
to have met the minirrsrm requiremnt for one mnth eligibility. 

(3) An qloyee who is separated for reasons other than resignation or 
remval for cause will be paid the prorated value of the appropriate bonus 
based on pay status as of the date of separation. The folluwing separation 
actions do not carry eligibility for prorated bonus payment: resignation, 
remval, separation-security, and separation-abandoned position. 

(4) Ehpluyees mst have been in a pay status at least two full 
workxeeks during the 3-mnth period to be eligible for a bonus. hplayees will 
have their creditable service reduced by the total nuher of weeks they m e  in 
a nonpay status during the 3-month period. A reduced bonus will apply to the 
reduced creditable service. For total nonpay status of mre than two but 
not over six weeks, bonus arrrount is reduced by one mnth. For tatal nonpay 
status of more than six weeks but not aver 10 weeks, a 2-mnth reduction is 
made. For total nonpay status of more than 10 &, no bonus is authorized. 

(5) A break in service of no mre than three calendar days between NI)E 
appointments or betmen NIT3 and an indefinite appointment will not be 
considered to interrupt otherwise continuous service for bonus eligibility. 



c. ccanputation. 

(1) The 1-month bonus payment (spring, sumrrer and Lunar New Y e a r )  
equals the hourly basic pay ra te  multiplied by the nnarrrally scheduled work 
hours per 4-week pay period miltiplied by 1.083. The 2-mnth bonus payment 
(Chusok and Year-end) equals hourly basic pay rate, I d t i p l i e d  by the normally 
scheduled work hours per 4-week pay period, d t i p l i e d  by 2.167. For calendar 
month pay periods, the unadjusted one or two  months basic pay ra te  applies. 

( a )  The hourly basic pay ra te  is the scheduled rate  applicable at the 
end of the  pay period which includes the bonus e l ig ib i l i ty  date. In cases 
where the prorated bonus is payable on separation, the basic pay ra te  a t  the 
t h  of separation w i l l  be used. 

(b) "Norrrdlly scheduled work hours per pay period," as the t e r m  
applies t o  bonus ccanputation, w i l l  be the median number of hours for  the l a s t  
three pay periods, including the pay period that contains the bonus e l ig ib i l i ty  
date. This m y  not exceed 44 regular (non-overkh) hours per week and 224 
hours per four week pay period for  emplayees on special tours of duty. When 
the number of hours a s  defined is not the sarrvt for  each of the three pay 
periods, the median is determined as  f o l l m :  When the nuher  of hours is  the 
same for  two of the three pay periods, the number that occurs twice w i l l  be 
used (for  example, pay record for  employee A s h m  171, 171, 176 hours - mdian 
is 171 ) . When the number is not the same for any two of the three  pay periods, 
the number between the highest and the lowest w i l l  be used (for  example, pay 
record for  employee B shaws 172, 176, 164 hours - median is 172). For an 
employee who is eligible for  the f u l l  bonus, but separates prior t o  the 
cap le t ion  of the pay pericd that  includes the e l ig ib i l i ty  date, the norrrally 
scheduled work hours w i l l  be the median of the l a s t  three f u l l  pay periods 
prior  t o  separation. 

(c) In those cases when a full-time employee is mrking a schedule 
that results i n  less than 40 n o n - w e r t h  hours per week (e.g., 4 ten-hour 
days) bonus ccanputation w i l l  be based on 40 hours per week. 

(2) Prorated bonuses w i l l  be ccanputed as  follaws: 

( a )  In l ieu of the median hours (see subpara 8-12c(l)(b)) ,  "normally 
scheduled work hours per pay period" for  new anployees on the r o l l s  less than 
three f u l l  pay periods, w i l l  be the number of regular hours for  the pay period 
that includes the bonus e l ig ib i l i ty  date. For eligible errp?loyees separated 
involuntarily (see subpara 8-12b(3)), the "normally scheduled work hours per 
pay period" w i l l  be the number of regular hours for  the l a s t  f u l l  pay period 
prior t o  separation. 

(b) Service during the bonus pericd w i l l  carry the fractional value of 
one-tkird of the f u l l  m u n t  for  one month' s continuous service, or  two-thirds 
of the f u l l  amount for  two months' continuous service. 



a. Payment of relocation a l l m e  is authorized for enrpluyees who are 
transferred on permanent change of station (PCS) from one carmuting area to 
another. This is payable only if the qluyee's residence prior to actual 
relocation was outside the new comnrting area, as verified by an official 
certificate of residence. Transfers within a ccamuting area, regardless of the 
location of the qloyee's residence, are not considered a PCS and do not 
result in eligibility for relocation all-. Similarly, transfers £ran one 
carmuting area to another do not necessarily confer eligibility for relocation 
allme. If an enployee is required to camrute to a new location which 
exceeds that described in chapter 4, paragraph 4-17, a relocation a l l m e  
will be paid. 

b,. Information will be entered in the remarks section of the SF 50-B 
citing appropriate authority for establishing eligibility for the payment of a 
relocation allowance. The remarks section of the SF 50-B will also contain a 
statemnt that a claim for relocation allcwance rmst be submitted to the 
servicing 80 within 90 days fran the effective date of the transfer. 

c. Eligibility for relocation allawance. 

relocation 
(1) Errployees will be eligible for relocation a l l m e  when 

is to a permanent position and is in connection with-- 

(a 
infeasible 
roads, and 

) TOF when relocation of errpluyee's residence is justified due to 
camuting distance, inaccessibility of transportation, lack of 
so forth. 

(b) Selection fran outside the camruting area under vacancy 
ann0~11(=-t procedures or due to receipt of a RIF letter, when relocation of 
enployee's residence is justified due to camruting difficulty. 

(c) At the direction of manage~mnt, other than as prescribed in 
subparagraph 8-13c(l)(a) or (b), when relocation of esrployee's residence is 
justified due to inability to m t e .  

( 2 )  Payment will be the amyunt carplted IAW either subparagraph 
8-13c (2) (a) or (b) , whichever amjunt is less. Dependent rate will be paid if 
the qluyee furnishes appropriate documentation indicating that his/& 
spause, dependent children, and/or parents or parents-in-iaw, have relocated. 

(a) Individual m t s  will be carplted by miltiplying the average 
number of non-cmxkbe hours in the esrpluyee ' s established weekly tour of duty 
for the last three full pay periods ( 12 weeks prior to. effective date of PCS or, 
request for advance payment) , tims the haurly base pay rate applicable to the 
last pay period m k e d ,  times 6.5 for errployees without dependents, or 13 for 
qlayees w i t h .  dependents. 



(b) The maximum authorized p a p t  regardless of the grade and step of 
the position held is the hourly base pay rate for step 10 of KGS-7 dtiplied 
by 40 (hours per week), times 6.5 for employees without dependents, or 13 for 
employees w i t h  dependents. 

d. P a y t  of relocation allmance. To be paid a relocation allowance, 
eligible enployees must s W t  their claims within 90 days frm the effective 
date of the reassignment to the CPO servicing their new installation. These 
claims will be supported by the follming dccuments: 

(1) Tko copies of the orders directing PCS. 

(2 ) Certificate of new residence shawing the family address in the new 
ccamolting area. The new servicing 80 will prepare a travel voucher or 
subvoucher, on an individual basis, w i t h  verification of legal dependents and 
relocation of family entered in the remarks section. For employees failing to 
present a family census register verifying status of legal dependents and/or a 
residence certificate shwing the new family address, the initial voucher will 
be at the "without dependents" rate. Upon presentation of proper evidence, a 
second voucher, cross-referenced to the original voucher, will be prepared by 
the servicing 80 to support p a w t  of the balance of the relocation allmce 
due. Such evidence rmst be suhitted within one year frm the effective date 
of transfer for payment to be made. 

e. Request for advance payment. Eligible qloyees may request, in 
writing, an advance paymnt of relocation allcrwance for PCS travel. It will be 
suhitted to the CPO servicing the losing organization. The 80will prepare a 
travel voucher or subvoucher supported by two copies of the travel orders 
directing the PCS. Under the renarks section of this form, information will be 
entered that an advance payment has been made. Pdvance payment will be made at 
the "without dependents" rate, not mre than 14 days in advance of the 
impending PCS. A copy of the voucher on which advance payment was rnade will be 
forwarded by the losing CFO to the servicing CPO of the gaining activity prior 
to the transfer date of the qlayee. In the case of TOF or selection fra 
outside the cmmting area under vacancy announcemnt, the relocation allmce 
will be charged to the account of the gaining activity. The losing activity 
will pay the relocation a l l m e  for m e s  undertaken at the direction of 
~~nagamsnt. An qloyee who receives an advance payment of relocation 
allmame will admit a copy of the certificate of residence to the gaining CPO 
showing the address in the new cmting area. Failure to suhit such evidence 
within 30 calendar days after the effective date of transfer to the new duty 
station m y  result in collection of the advance payment frcan the qloyee. 

f. Empluyees entitled to relocation allmame LAW subparagraph 8-13c will 
be provided U.S. Government or local c~rmercial transportation for both 
eqlayees and legal dependents. Transportation of a limited amunt of 
household goods or possessions is authorized (I?I'E 6,000 pounds for enployees 
w i t h  dependents and 3,000 pcrunds for single qloyees); hawlever, qluyees will 



be responsible for the packing and crating of goods shipped. Entitlenu3nt for 
mvenumt of dependents in connection w i t h  the PCS of an 9 1 -  terminates if 
mven-ent is nut accqlished w i t h i n  9 months of the PCS date. Travel orders 
for employees entitled to transpodtion service will be issued at the 
eqloyee's current location. The servicing CPO will secure the fund citation 
frcan the gaining organization, originate and authenticate the request for 
travel orders, and forward to the responsible orders issuing official. 

g. Restrictions. 

(1) In those cases where the emplqee and spouse would be eligible, 
the relocation alluwance will be paid only to the one receiving the higher rate 
of pay* 

(2) An qlayee who has received a relocation allcrwance is not 
eligible for a second such alluwance during the 12 months follaJing the 
effective date of transfer shown on the SF 50-B. Requests for exceptions to 
this restriction will be forwarded to HQ USFK, OCPD, A!ITN: FKCP-CC, Unit 
#15237, APO AP 96205-0010. Only those determined to be essential to mission 
requiremnts or hard-to-fill, as certified by the local c d e r  and concurred 
in by the gaining servicing 80, will be considered. 

( 3 )  If the employee does not enter on duty at the new installation, 
the advance relocation allowance will be recovered by withholding an equivalent 
munt fram accrued mnies otherwise due. 

(4) If an enployee resigns or is r m e d  for cause w i t h i n  six mnths 
after relocation, the amxlnt of relocation alluwance collected will constitute 
a debt to the U.S. Gaverrrment. Repayment in each case will be effected 
according to applicable regulations of the individual ccmponent service. 

(5) To preclude the unnecessary expenditure of relocation alluwance, 
qloyees filling positions that constitute continuing requirements at the 
current location (such as security guards, janitors, and mess personnel) 
normally will not be transferred w i t h  a TOF, but will be offered continuing 
positions in their current camuting area. 

8-14. RlSWJ!E AI;IEA AlUWbXE. Payment of the remote area allamnce is 
authorized for esrplayees officially assigned to work at locations designated as 
remute areas. Designated areas to which the allcrwance applies are listed in 
ap- c. 

a. The alluwance will not be paid to enplayees who are prcwided both meals 
and lodging at the work site at no cost, or who are furnished at no cost, daily 
camuting transportation to and fran the work site. Daily cammting 
transportation does not include transportation entirely w i t h i n  the installation 
or transportation to and fran the nearest ccmrrercial transportation pic- 
point, furnished by the enplayer to avoid undue hardship on arplayees. 



b. The off ic ia l  nam of the r m t e  location wil l  be entered in the 
personnel action for  newly assigned employees. Subsequent changes in an 
employee's post of duty t o  begin or terminate the allwance w i l l  be processed 
on the appropriate personnel action. 

c. A statement signed by the supervisor or the timekeeper w i l l  be attached 
t o  the t h  sheet t o  support payrrrent of the remte area allwance t o  eligible 
eqloyees . The follaJing statmt w i l l  be used for  the f i r s t  pay pericd and 
a l l  subsequent pay periods: "E$p?loyees l i s ted  b e l w  are considered eligible 
for  payment of rmte area allwance. Assignmntto (m of location) began 
on and continued through the dates s h m  for  each individual. During the 
period of e l ig ib i l i ty ,  none of these employees were furnished free of charge 
either daily ccamolting transportation or both meals and lodging." 

d. The allwance w i l l  be paid on the basis of a required midmm 4- 
pericd and 114th of the allowance per week for each additional fullweek 
increment, regardless of whethex employees are paid on a calendar month basis, 
semirrr,nthly, o r  every 4 weeks. 

e. An employee who is in a nonwork status for  a full pay period w i l l  nut 
be eligible for  the r m t e  area allwance for that pay period, except that 
employees who are unable t o  work due t o  illness or  injury w i l l  be eligible 
while they are in sick leave status. 

f .  A deduction of the prorated amunt w i l l  be made for  any f u l l  calendar 
week during which an otherwise eligible eqloyee is in a nonpay status due t o  
suspension or  AWL, o r  is paid per diem for temporary duty outside a renrote 
area. 

g. Designation of locations in addition t o  those l i s ted  in appendix C w i l l  
be considered. Requests w i l l  be sukdtted through civi l ian personnel channels 
t o  HQ USFK, O B D ,  A!ITN: FKCP-CC, U n i t  #15237, AFO AP 96205-0010, and include 
the fol lwing information: 

( 1) Official nam or  designation of the work site. 

(2) Name of, and distance to, the nearest tm w i t h  2,000 population 
a .  or  Myon (Ward), or  other tm w i t h  rm_Nmdl reasonable fac i l i t ies .  

( 3 )  Information as  t o  availability of cannercia1 transportation 
between the t a m  and the work location. 

( 4 )  C m t i n g  t h  between the tm and the location, including riding 
and walking. 

(5) Name of each organization tha t  q l o y s  KNs at the location. 

(6)  Types and numbers of employees a t  the location who would be 
affected, including APF, NAF, and invited contractor personnel. For NAF 
employees, the n d x r  employed by revenue producing ac t iv i t ies  wi l l  be shown in 



parenthesis follcwing the NAF total; KOSA qloyees will be shown separately. 
Requests will be coordinated w i t h  the 80, who will provide assistance and 
advice on suhitting such requests. 

h. The criteria for designation of a work site as a "r&e area" are as 
follow: 

(1) The work location is so isolated that no t a m  or city is w i t h i n  
the carm~lting area. "Tbm or city" means a "Myon" irrespective of size, or a 
c d t y  of 2,000 or more. See chapter 4, paragraph 4-17 for further 
explanation of comruting area. 

( 2 )  If the site is within a ccmnrting area and transportation is 
available, the transportation is not suitable or available at the right timz. 

8-15. FOR P m - I N - K I M )  (PIK). All qloyees will be paid an 
allowance in lieu of PIK narmally prwided by Korean ccnpanies and gcrverrmrent 
agencies, as authorized in the USFK Ccnpensation Plan. 

8-16. AL;UkSIlSCE P m  (CAP). All esnployees will be paid an 
hourly CAP for all paid hours. Hourly CAP rates vary by grade level, as shown 
on published U.S. Forces Wage Schedules. This payment represents a 
consolidation of a variety of allwances pruvided by ccrrpanies in the private 
sector. For carputation of premium pay, paragraphs 8-6 through 8-8 apply. 

8-17. BENEFITS AL;UkSIlSCE (BA) . All eprpluyees will be paid an allmame to 
ccarpensate for various fringe benefits provided by Korean c+es and 
gavernment agencies, but not authorized or authorized at a 1- level for U.S. 
Forces eqloyees. All qlayees will be paid BA as specified in the published 
USFK Capensation Plan. 

a. Payment of a supervisory differential for all paid hours, including 
overtime hours worked, is authorized for a Korean supervisor in one wage 
schedule (KGS or KME3) who regularly supervises one or mre Korean qlayees in 
the other wage schedule when the eqloyee earns a cadined rate that is higher 
than the supervisor's cmbined rate. This provision does not include 
supervision of qloyees on saved pay. No differential is authorized when the 
supervisor and the qloyee(s) are in the sarrre wage schedule. 

b. "Regularly supervises," as used in this paragraph, means the supervisor 
has responsibility on a continuing basis for both technical and administrative 
supervision of the work performed by the subordinate eiployee. 

c. The differential will be established at an hourly rate that is equal to 
the difference between the supervisor's cdined rate and the amaunt that 
exceeds the highest paid subordinate enpluyee's cdined rate by one percent. 



Supervisor, KWB-11, step 8 Subordinate, KGS-7, step 8 

Base Pay Hourly Rate 5,106 won 
CAP Hourly Rate 920 won 
'lInXG 6,026 won 

5,012 won 
1,218 won 
6,230 won 

Catputation: 6,230 x 1.01 = 6,292 won. 6,292 - 6,026 = 266 won. 

Supervisory differential is 266 won per hour. 

d. The differential will be paid only when the disparity in pay received 
by a supervisor and subordinate enployee is expected to continue for a 
significant period of time, i.e., six mnths or longer. The differential 
should not be paid, for example, when it is knuwn that the supervisor is due a 
within grade step increase w i t h i n  six mnths that will eliminate the pay 
disparity. 

e. Requests for payment of a differential mst be mde by a higher level 
supervisor in the chain of camand and will specify which subordinate employees 
are included. The 80 is responsible to ensure that payment of the 
differential fully meets the criteria in this paragraph, and to document each 
payment determination. Requests will be approved or disapprwed by the 80 
within 10 workdays after receipt. Payment of the differential normdlly will 
start at the beginning of the first pay period folluwing the date on which the 
80 approves payment. Retroactive payments are not authorized. 

f. Each previously approved differential payment will be reviewed at least 
every six mnths by the 80 to determine if the differential should be 
terminated or adjusted because of changes in the supervisor's and/or 
subordinate's ccnnbined rate. 

( 1 ) The differential mst be terminated when, excluding the 
differential, the supervisor's c&ined rate exceeds that,of the highest paid 
subordinate employee by one percent. 

(2) The amount of the differential n u s t  be reduced when a pay 
disparity still exists but a decrease has occurred in the difference between 
the supervisor's and the subardinate's cdined rates. The differential mst 
be increased if the disparity grm larger. The adjusted differential will be 
ccmputed by the method in subparagraph 8-I&. 

g. The hourly supervisory differential rate for an explayee will be 
annotated on an SF 50-B. Any subsequent change to increase, decrease, or 
terminate the differential rate also will be annotated on an SF 50-B. 



8-19. TUITIW ASSISCAtKZ. Tuition assistance is authorized for eligible 
enployees for up to two dependent student children in middle school, high 
school, and undergraduate college. Eqloyees with mre than two dependent 
student children mst elect at the beginning of the school year which two 
children will be covered by tuition assistance. One change in election may be 
made during the school year. 

a. Eligibility reguirements. 

(1) Ebplayees on full-time permanent and long-tenmteqmrary (chap 2, 
subpara 2-L7a) appointmnts are eligible. Other tertporary and part-time 
employees are not eligible except for part-tb emplqees covered under chapter 
8, subparagraph 9-llb(2). These part-tinre errployees are eligible to receive a 
prorated amwnt of tuition assistance. Errployees mst be on the rolls on the 
appropriate eligibility date as described belw. 

(2) Dual payment is prohibited. If both parents are qloyed by USFK, 
and otherwise eligible, paynrent is authorizedto only one parent. Also, 
payment is not authorized if the spouse of a USFK qloyee is eligible for and 
is requesting/receiving reic.lbursesnent for tuition assistance payment for the 
sarrre students under another plan at a non-USFK qloying agency. 

(3) Ekployees nust be on the rolls on 1 March, 1 June, 1 September, 
and/or 1 D e c h ,  to be eligible for reindmrsemmt of middle and high school 
tuition expenses incurred for the school term beginning on those dates. For 
exarcp?le, an emplayee mst be on the rolls 1March to be eligible for 
rehbursesrrent of tuition expnses for the school term running bbxh through 

Rehbmsement per student is determined by dividing the total amwnt 
authorizedperyearby four. 

(4) Ehployees mst be on the rolls on the first of the mnth in which 
an undergraduate college term begins to be eligible for rehhrsemnt of 
college tuition expenses incurred for the college term beginning that mnth. 
Reimbursemnt per student is determined by dividing the total amount authorized 
pery-by-. 

b. Amount of payment is specified in the USEK Capensation Plan. 

c. ReirrJ3ursement of tuition expenses. 

(1) Eligible enpluyees should subit an original tuition receipt for 
each dependent child in middle school, high school, and college for wham 
tuition assistance is requested, with two copies of USFK Form 23M (Request for 
Reinaursement of Tuition m e  Payment), to the servicing 80 witkin 30 days 
of payment. Only actual expenses will be rehhrsed. Expenses covered by 
scholarships cannot be claimed. Eligible qluyees mst also indicate in 
writing whether their spouse is eligible to receive tuition assistance for the 



same dependent child/children £ran another enplaying organization. The 80 may 
waive the exception t o  the the limit of 30 days for claim of rebbursemnt of 
tuition assistance. Cases which are disapproved by the CPO w i l l  be forwarded 
t o  the appropriate ccanponent CPD or 80 for review and final decision. 

(2) The servicing 80 w i l l  revim documents sul.nnitted by eligible 
enplayees and verify pertinent information with the official residence 
certificate on f i l e  i n  the employee's OPF. A f t e r  CPO verification, the 
original copy of the request w i l l  be farwarded by the CPO t o  the servicing 
payroll office for payment. One copy of the request, together with the 
original tuition receipt, w i l l  be rPaintained in the 80 for a m i n h m  of three 
years, after  which the the receipt and request w i l l  be destroyed. 

(3) Tuition assistance rehbursement w i l l  be prorated for qualified 
part-time employees according t o  their  weekly average nuher of hours worked 
during the preceding three mnths. The weekly average number of hours w i l l  be 
divided by 40 t o  determine the percentage of tuition assistance reimbursemmt 
entitlement. 

a. A condolence payment is authorized for the next-of-kin of any deceased 
Korean employee of USFK. The condolence payment is payable regardless of the 
type of appintmnt. The m u n t  of the condolence payment is specified i n  the 
USFK Canpensation Plan. 

b. Condolence payments w i l l  be processed as  prescribed in USF'K Reg 526-11, 
except that the term "condolence paymnt!' w i l l  be used instead of "solatium 
payment. " B o t h  solatium and condolence paylnents w i l l  be d e  in cases where an 
q l u y e e '  s death occurs in connection with his emplqnent with the U.S. Forces. 

8-21. FRAlCllIOMIL HWRS. In c q u t i n g  capensation for overtime pay, night 
sh i f t  differential pay, extended workweek pay, and holiday work pay, the time 
worked w i l l  be paid in quarter-hour multiples. When irregular or occasional 
time work is performad i n  other than the £ull fraction, odd .minutes w i l l  be 
rounded up t o  the nearest full fraction of an hour used t o  credit authorized 
overtime worked. 



9-1. QNEWCL. The establishment of positions IAW sound position managarrent 
and classification principles is basic in securing, retaining, and mtivating a 
work force that is adequate in nmhr and quality to acccqlish assigned 
missions in an efficient and econanical mer. It is essential that all 
employees be paid equitably and that pay rates have a direct relationship to 
the level of skill and responsibility of the wrk perfornred. 

a. The USFK O B D  will-- 

(1) Prepare and issuestandardized job descriptions for USFK-wide 
application. Standardized job descriptions will be established on a joint 
service basis. 

( 2 )  Welop and issue guidance for classifying specific categories of 
positions. 

( 3 ) Respond to requests for classification decisions affecting 
positions that are difficult to evaluate, precedent setting, or contruversial. 

(1) Delegate position classification authority to mmgers, 
supervisors or CPOs, IAW ccarp?onent service policies and requirements. 

( 2 ) Assure persons delegated position classification authority have 
received appropriate training and orientation. 

(3) Ensure eqloyees are given information on position classification 
actions that affect them. 

c. Managers and supervisors will-- 

( 1) Maintain and apply a kncrwLedge of position management and 
classification policies and objectives with emphasis on-- 

(a) Obtaining optinarm efficiency and econq in the position 
structure. 

(b) Providing for efficient utilization of Korean positions. 

(c) Making mxhm use of standardized job descriptions. 



(2) Ensure jab descriptions for subordinate anplayees are accurate and 
that job descriptions are revised when required. 

(3)  Evaluate and accurately classify jobs when authorized. 

(4) Explain classification decisions to anplayees. 

(1) Provide position management and classification advice and 
assistance to camnanders, managers, and supervisors. 

(2) Provide position classification training. 

(3) Ensure adequacy of job descriptions and evaluate and accurately 
classify jobs IW delegated authority. 

(4) Process position and personnel actions. 

(5) Maintain job description and position structure files and records. 

a. Preparation of job descriptions. 

(1) Job descriptions will be prepared on the form prescribed by the 
ccmponent service. 

(2) USFK staradardized job descriptions will be used to the maxirnrm 
extent possible. Individually prepared job descriptions will not be used if a 
standardized job description adequately describes the major duties and 
responsibilities of the position. Further guidance concerning standardized 
jobs is provided in USFK Pam 690-500. 

(3) Nonstandard work situations, which are not covered by standard job 
descriptions, will be described in separate job descriptions and evaluated as 
variant jobs in alignment with the staradardized job. descriptions contained in 
USFK Pam 690-500. S ~ s s i o n  of variants for classification validation may be 
required by the USFK BD. 

(4) Standardized and variant job descriptions will be authenticated by 
both supervisors and position classification specialists. Original signed 
copies will be maintained in organizational files. Copies will be furnishedto 
supervisors and employees involved. 

b. Evaluation of jobs. 

(1) Job titles, series, and grades for all jobs occupied by Korean 
errp?lqees, will be assigned IAW the guidance contained in USFK Pam 690-500. 



(.2) Grade level criteria contained in position classification 
standards and related guidance issued by the U.S. Office of Personnel 
Management and DOD agencies, will not be used in evaluating jobs occupied by 
Korean employees. 

( 3 )  Evaluation decisions made at HQ USFK or at a capnent c m  HQ 
cannot be overruled at a laver echelon without apprd of the HQ that made the 
decision. 

c. Requests for evaluation decisions by HQ USFX. 

(1) Requests for evaluation decisions may be sutnnitted to the OCPD, HQ 
USFK, AZTN: F'KCP-LPM, Unit #15237, AEQ AP 96205-0010, for positions that are 
especially difficult to evaluate, precedent setting, or controversial. 

(2) Each request for an OCPD evaluation decision will include the job 
description, recamreraded classification and evaluation staterrrent, functiondl 
statement, and organization chart, shaving the relationship of the position to 
other positions. Managamnt officials' ccsmrents also will be included for each 
controversial case. 

I 9-4. POLSITION REVIEWS. Currently established positions will be reviewed 
periodically by servicing C90s for classification accuracy, consistency, and 

i sound position management. Ccanponent BOs will establish procedures specifying 
1 the frequency of these reviews, the nuher of positions to be reviewed and the 

mthodology for conducting the reviews. 

9-5. POLSITION CLASGIFICATION FIZES. Each CEO will ntzintain, for each 
serviced organization, position classification files IPIW ccaoponent established 
procedures. 



a. This chapter contains definitions, responsibilities, policies, and 
procedures, for processing all types of separations. It establishes 
requirements to ensure that each action is taken in a manner consistent w i t h  
the welfare and rights of enployees and the nnnagemmt needs of the activity. 

b. NOA and their codes for personnel actions involving separations will be 
IAW FPM Suppl 296-33 except where indicated in this chapter. 

c. COBrmanders and supervisors will carefully review the facts of each 
proposed actverse action, to ensure that requiremmts of this chapter are met; 
discuss the proposed action with the qloyee; sulsnit an SF 52-B to the 
servicing 80; review any replies made in connection w i t h  an advance notice; 
and make final decisions in coordination with the servicing 80. 

d. The servicing 80 will review each action to ensure that it is 
consistent with the requirements.of this regulation. The CPO will evaluate 
each case to see if sane other action (for exauple, reassigmtm=nt or a) in 
lieu of a separation would be more appropriate. 

a. m s  - calendar days (except where nated). 

b. Death - separation of an qloyee who dies. 
c. Rsmoval - a management initiated disciplinary separation action for 

misconduct or delinquency when enployee is not serving a trial period. 

(1) Separation of an enplcyee as a security risk under applicable 
capnent ccmMnd security regulations. Includes separation for intentional 
false statements in application and appointnwt papers, failure to qualify in 
investigation, etc. 

( 2 )  Involves separation actions for other than efficiency or 
unacceptable perforrrrance. 

d. Rasiqnation - separation d o n  initiated voluntarily by an 
qloyee to terminate enplayment. 

e. Rasignation in Lieu of InvoluntnrV Action (ILIA) - resignation of 
an enplqee in lieu of RIF, position ablisht, expiration of appointrrrent, 
unacceptable performance (unless due to misconduct), TOF outside the cmting 
area, failure to continue to m x t  qualifications requirements (provided the 



separation is nondisciplinary and the action is initiated by the agency), 
separation during the trial, period due to performmce (not misconduct), etc. 

f. Rstirenent-Mandatory - separation of an wloyee due to 
retirement. Mandatory retirerrrent age is 60. 

g.  Termination - nondisciplinary separation action initiated by 
mnagement. Includes separation of an qluyee frcm a temporary (m) 
appointment prior to the expiration date of the appointmnt. 

h. Tarmination-Appointment in (ItXXXX) - transfer of an enployee f rcsn 
APF to NAF, fran NAF to APF, or fran direct hire to another USFK capnent or 
to a EE'K invited contractor. This also includes transfer to ar fran KSC. 

i. Termination-Disability - separation action because of the 
enployee's mental or physical disability. 

j. Yamhatian durins Trial Period - managexrent initiated action to 
separate an enrrployee for preappointment conditions or for post appointmnt w r k  
performance and/or misconduct or delinquency when an enployee is serving a 
trial period. This type of separation is not appealable. 

k. Termination-Expiration of Appointment - Separation of an qloyee 
on the IWE date of a tqrary appointment. 

1. Tenninatian-Imluntarv - nondisciplinary separation initiated by 
management for reasons such as those described in subparagraph 10-2e. 

m. Tennination-Militarv - separation of an enployee drafted into the 
ROK Armed Forces. A voluntary enlistment will be processed as a resignation. 

a. Death. Rqlayment is terminated at the close of hsiness on the 
date of the eaployee's death. Final salary payment, benefits (when 
applicable), and other ccnpensation due the enplqee will be paid to the 
beneficiary as determined by Korean law and this regulation. 

(1) CclmMnders or designated representatives will-- 

(a) Notify the servicing 80 as soon as possible after an errployee 
dies. Also notify the next of kin if death occurs while on duty. The services 
of a qualified chaplain, minister, or counselor, should be sought to assist in 
this process where possible. It is essential that nutification be made by a 
person who possesses the requisite sensitivity and bilingudL ability. 

(b) When death occurs in the line of duty, take necessary action to 
inf o m  the 80 as outlined in chapter 5; or, for MIF enpluyees, the B~lcryers 
Self-Insurarace Service. 



(c) S u t  an SF 52-B to the servicing 80. The death certificate 
will be suhitted as soon as possible. 

(d) Send a bilingual letter of condolence, prepared by the 80, to the 
deceased enplayee's family. 

(e) Arrange condolence and, if appropriate, solatiurn payments. 

(2) The servicing 80 will-- 

(a) Prepare a bilingual letter of condolence to the deceased 
enployee's family for the signature of the camander. 

(b) Prepare an SF 52-B upon receipt of a death certificate. 

(c) Counsel the next of kin on their rights and benefits, and assist 
them in any way possible, as permitted by pertinent laws and regulations. 

(d) Assist mnagotrent in processing condolence and solatiurn paymmts. 

b. IUF. The nature of action that separates qluyees under FUF 
procedures (chapter 4 ) is Termination-Involuntary . 

c. R e m v a l  is a disciplimq separation action other than for inefficiency 
or unacceptable performince. Chapter 12 contains guidance on remval actions 
for delinquency or misconduct. 

d. Resignation. An enployee m y  s&t a resignation for personal 
reasons. When an employee resigns after receiving verbal or written notice of 
a proposed or pending adverse action based wholly or in part on the enpluyee's 
misconduct or delinquency, the servicing 80 will enter on the resignation SF 
50-B, the reason as stated by the employee on the resignation SF 52-B, and the 
reason k n m  to managemmt. The SF 50-B should state that the " q l u y e e  
resigned after receiving written (or verbal) notice of remval for ......," as 
an example. In addition, employee infonnation will be furnished to HQ USFK, 
?PIW: FKPM-S-I, Unit #15237, APO AP 96205-0010, UW chapter 12, subparagraph 
12-9e. No employee will be asked to s W t  a resignation in lieu of same other 
proposed personnel action, e . g . , rem~val . A resignation will be obtained in 
writing fran the employee at least two weeks in advance of the proposed 
effective date. Management may waive the advance notice reqUir0113nt if an 
earlier date is mtually acceptable. The servicing 80s will-- 

(1) Interview enployee to determine if the resignation is for 
underlying reasons aver which managemnt has control, such as insufficient 
utilization of skills. Reassignment, counseling, or ather appropriate action, 
may be warranted to retain a valuable qloyee. 



(2) &ise the employee that failure to pravi.de 14 days advance notice 
of intent to resign (unless managamt waive6 the requiremant), could be an 
adverse factor in future epnplayment considerations. 

(3 )  Advise a pemment ernpluyee who resigns, in lieu of separation 
under RIF procedures, that the resignation will forfeit any right to a 
proprietary review of the RIF action. Explain the employee' s dtl-t to 
register on the separating CPO's ARPL (chapter 2) and pravi.de registration 
assistance. 

(4) Inform the esrp?lqee that the resignation may not be cancelled 
after the effective date of the resignation. It may be withdrawn, h-, 
w i t h  the rmtual consent of the enployee and the supervisor prior to the 
effective date. Supervisors who do not consent to a withdrawal of the 
resignation will prepare a written record of the reasons for that decision for 
post-audit purposes. 

(5) PlhTise the qloyee that the effective date of the resignation 
will not be extended to pennit the employee to e m  additional leave during a 
period of W P  prior to separation. 

e. Resignation ILIA. The same procedures will be used as in subparagraph 
10-2d. The reason for the Resignation ILIA, for exarrple RIF or TDF, will be 
entered on the employee's SF 50-B. 

f. Retirement-Mandatory. This NOA will be used to separate qloyees who 
reach the mandatory retirement age of 60 years. 

(a) Advise management officials and supervisors in writing at least 12 
mnths in advance of an enployee' s 60th birthday and send a second notice to 
management officials at least 6 mnths in advance of the esrployee's 60th 
birthday. 

(b) Ensure that employees are retired on the last day of the mnth in 
which they reach age 60. An exception may be granted, I W  ccmponent policy, to 
permit employes to be on the rolls (reesrpluyed) past age 60. A 30 day advance 
retirement notice to the ernpluyee is required. 

(a) Will suhnit timely recruitment actions to fill behind positions 
occupied by epnployees approaching mandatory retir-t to facilitate selections 
before the scheduled retirement of hmbents. When recruitment produces no 
eligible candidates, the organization should be assessed for potential trainees 
who could m e  into the position through job restructuring. Any SF 52-Bs to 
effect the retir-t of enployees and recruit replacements, rmst be provided 
to the servicing CPO NLT 60 days before the end of the month the enpluyee 
reaches age 60. 



(b) May request that  employees reaching mandatory retirement age are 
converted t o  a tonporaq appointment without a break in  service (reenplayed), 
as permitted by ccanponent policy. 

(3 ) Upon receipt of approval for reenplayment, the retiring employee 
may be converted t o  a teqorary appointmnt NIX one year (may be for less than 
one year). The rate of pay is the pay in  effect at the time of retixemnt. 

( 4 )  In all instances, employees mst m e e t  both the physical and 
performance requiranents of their positions. 

(5) When an employee has accoanpanied an activity on a TOF involving 
payment of relocation allcrwance (see chapter 8, para 8-13), reenplayment is 
authorized, without prior approval, for the period of time that  allms the 
enployee t o  c q l e t e  six mnths of service at the new location. Reenplayment 
beyond the six month period is subject t o  the approval requirements in this 
paragraph 

(6) Reenplayed retirees are subject t o  termination a t  the option of 
management or displacemmt by Group I and I1 enpluyees affected by RIF, w i t h  14 
days advance notice. 

(7) Mandatory retirement age w i l l  be based on the original DOB used on 
the original appointment. Changes t o  the DOB after  enplqmnt begins with USFK 
activities w i l l  not be used t o  determine mandatory retir-t age or for 
breaking t i e s  in a RIF, even i f  changes have been processed through the Korean 
legal system. 

( 8 )  Ehplayees aged 55 or over may request early retirement and receive 
payments based on involuntaq separation. Such requests must be reviewed and 
approved at least  one level above the enployee's imrrediate supervisor. 

( 9  ) Reenpl-t beyond age 60. USFK policy on reenplqmnt of 
retirees permits retention of high quality employees for legitimate 
mission-essential reasons. Gocd health, luyal service, respect, friendship , 
long-term experience, and institutional mmry, alone or together, are not 
mission-essential reasons. Reerrp? lqmnt  w i l l  be approved only in those 
extremely rare cases where no other viable option is available or feasible t o  
facil i tate staffing the position. Failure t o  plan properly for a recruitment 
action, including any r+ed training, is not a valid reason t o  justify 
approval of reenplayment. U n d e r  no circumstances will an employee aver age 60 
be autamtically reappointed. Justification for reappointrtlent must shw 
recruitment efforts conducted t o  f i l l  the position. Ekceptions t o  permit 
reenplqmnt of USFK KN enployees follcrwing mandatory retixement mst be 
appmved by the applicable camander delegated the authority £ran the c q n e n t  
cclmMnder. 

g. Termination-Disability. When a U.S. Federal Medical Officer determines 
t h a t  an apluyee is physically or m t a l l y  incapable of performing assigned 
duties, action w i l l  be taken t o  terminate the enpluyee. 



(1) The supervisor, with the camnander's concurrence, will s W t  a 
written statement to the federal medical officer through the servicing CPO. 
The statement will describe the duties of the position and the facts or 
circumstances that cause the supervisor to believe the esrp?layee is incapable of 
performing those duties. The physical qualifications of the position will be 
placed on an SF 78 (Certificate of Medical Examination). The ccarrrrander will 
refer the employee for a physical examination by a federal medical officer. 
The examination will be at no cost to the employee. The camnander also may 
consider placing the employee in another position for which qualified. 

(2) The federal medical officer will examine the erployee for the 
physical qualifications of the position based on the criteria contained on the 
SF 78. If the medical officer determines that the employee is temporarily 
unfit for duty, the errp?loyee will be carried on a leave status (sick, annual, 
W P ,  or cdinations). The medical officer determines the period of time the 
empluyee may be c-ied on a leave status. Leave without pay will be 
authorized according to chapter 7, subparagraph 7-8a. If LWP will exceed 6 
months, the q l q e e  will be advised of the option of Termination-Disability. 

(3) If the medical officer determines the disability is non-tesnporary 
and certifies that the qloyee does not meet physical or mental health 
requirements for continued qlayment, the eqluyee will be terminated. The 
termination is effected after all accrued sick leave has been exhausted, unless 
the employee elects earlier termination or chooses to use accrued annual 
leave. The qluyee will be counselled on rights and options under Worker's 
Ccarpensation provisions and on the requirement to return to duty when cleared 
by appropriate medical authority. 

( 4 )  A 30-day achmnce notice of the termination will be given. 

(5) Errpluyees terminated due to non-work related injuries do not have 
any rights to reeqlayment. 

( 6 )  An esplayee w i t h  a work-related injury or occupational disease may 
not be terminated while receiving medical treatrrwt or for 30 days after 
cqletion of the treatment. The qloyee rmy be placed on UlJOP until 30 days 
after the medical treatment has been carpleted. The errployee rmst keep the 
supervisor i n f o d  of the nredical prognosis every two weeks, unless the 
supervisor agrees to a longer natification period. 

(7) JWplayees terminated due to a mrk-related capensable disability 
have rights to IMladatory restaration, if found fit to return to duty by a 
federal medical officer. The personnel action which effects the tennbation 
will include appropriate remarks concerning rights to mandatary restoration. 
If the disability stems directly fran the enployee' s misconduct, as fully 
supported and certified by a federal medical officer (i.e., use of naxcotics, 
alcoholisn, self-inflicted injury, or occurring because of an illegal act), the 
employee will not be given any maniatory reenplqmnt consideration. 



h. Termination during trial period. 

(1) Separation during the trial period for  unsatisfactory performance 
may be in i t ia ted  any t i n e  during the trial period. Supervisors mst provide 
written, factual d m n t a t i o n  t o  support a decision t o  separate an q l o y e e  
for  fai lure t o  meet minirmrm. performance requirements. A description of efforts  
made t o  avercane the perforrrrance deficiencies mus t  be included. The employee 
w i l l  be given an opportunity t o  reply t o  the adverse action and the reply, i f  
any, mst acccqany the supervisor's statement of facts. 

(2)  Termination action may be taken when the q l o y e e ,  during the 
trial period, is found t o  be unqualified or when the aqluyee, i n  a position 
requiring a license or  security clearance, has the license or  clearance 
revoked, o r  no longer meets qualifications as  determined by requFred 
qualification tes ts .  

i . Termination-Expiration of Appointment. A nondisciplinary separation 
action t o  separate an enployee on the NIT3 date of a temporary appointmnt. The 
employee w i l l  be autcmtically terminated on that  date unless m g e m e n t  takes 
action t o  extend the appointment. H m e r ,  an SF 52-B w i l l  be required t o  
terminate a temporary appointment prior t o  the MIE date specified in the 
appoinlmmt . 

(1) Temporary qloyees terminated before the date w i l l  be given 
advance notice of termination either by an SF 52-B, or  bilingual letter, which 
w i l l  be delivered t o  the q l o y e e  a t  least 7 days (14 days for  long t e n n  
t eqora ry  enployees) in advance of the effective date. 

(2)  I f  the camander desires t o  extend a temporary q l o y e e  beyond the 
termination date, an SF 52-B w i l l  be sutmitted through appropriate channels t o  
reach the  servicing 80 14 days prior t o  the termination date of the current 
appointmmt. O t h d s e ,  the employee w i l l  be autamatically terminated on the 
expiration date and a SF 52-B w i l l  be generated. 

j. Termination-Involuntary. This is the appropriate NClA for  the  
following : 

(1) Separation of an empluyee who has c q l e t e d  a trial period, but 
whose current performance is unsatisfadory and who w i l l  not be placed in a 
different position. 

(2)  Separation due t o  revocation of a license or  security clearance ar 
f r m  fa i lure  t o  pass a required qualification test. The employee w i l l  be 
offered an opportunity t o  reply by entering applicable cclnrrrents on the SF 
52-B. Any reply w i l l  be considered by the supervisor before forwarding the  
request t o  the  servicing 80. The proposed effective date w i l l  provide for  a 
30-day notice of the proposed separation action. The q l u y e e  w i l l  be 
furnished a copy of the request. Before processing the termination, the  



servicing 80 w i l l  explore the possibility of reassigrrment or  CLG, if a vacant 
position exists for which the qlayee qualifies and can be expected to  perfom 
satisfactorily . 

( 3 )  Separation of an q l o y e e  who declines t o  acccnpany an activity or 
function t o  another area, USFK ccnponent, or  t o  an invited contractor. The 
onployee w i l l  be given a minimrm of 30 days advance notice of the proposed 
relocation. The notice w i l l  state that it is proposed to  continue the 
eroployee's services i n  the position at the new location, that  the nutice w i l l  
serve as advance notification of proposed separation i f  the enplayee elects not 
t o  accept the job offer, and that RIF procedures are not aaplicable. The 
notice w i l l  require the enployee t o  provide a decision t o  accept or decline the 
offer t o  accarparry the function within 7 days t o  the 80. 

(a )  The servicing 80 w i l l  prepare the SF 50-B effecting separation 
effective no earlier than 30 days after the enployee's receipt of the notice of 
proposed relocation. 

(b) Placement efforts w i l l  continue until  separation. 

(4) Separation of an q l u y e e  who wwld not have been affected by R I F  
or  TOF but volunteers t o  be separated arad whose separation would minimize the 
impact of the RIF or TOF. 

(a) Managemmt w i l l  s u b i t  an SF 52-B t o  separate the qloyee.  The 
request w i l l  contain in fomt ion  shuwjng that the eqloyee volunteered t o  be 
separated during a RIF or TOF. 

(b) Employees who volunteer for separation during a RIJ? or  TDF w i l l  be 
eligible for the sane separation benefits as i f  they had been adversely 
affected by the RIF or TOF. 

(5) Separation is appropriate when an enpluyee has stopped reporting 
t o  duty without indicating an intention t o  resign or without having been 
authorized absence fran duty. Separation is also appropriate if the enrpluyee 
was originally authorized absence for illness but f a i l s  t o  keep the supervisor 
i n f o d  of the prognosis for more than 2 WACS after the authorized abseme 
period expired; provided that the q l a y e e  cannot be contacted and has not 
indicated an intention to  return t o  work w i t h i n  14 days fran the beginning of 
the absence. If the enployee can be contacted, but f a i l s  t o  return t o  duty or 
t o  provide a doctor's certificate giving the details of the illness leave, 
separation action may be initiated. The effective date for termination wil l  be 
the l a s t  day of active duty or of approved leave, whichever is later. 

(a)  Within 14 days after the beginning of the absence, an enployee 
wst indicate in writing, an intention t o  return t o  work and the expcted date 
of return. The q l o y e e  w i l l  explain the ~Frcumstances that  prevented 
reporting for work during the i n t e r i m  and s d t  an SF 71 (or m P )  t o  cover 
the absence. 



(b) The supervisor, w i t h i n  3 working days after the beginning of the 
unauthorized absence, w i l l  mike reasonable efforts  through contacts with f ellm 
enployees, v i s i t s  t o  the hcgne address by fellwworkers,  o r  sending registered 
mil, t o  determine the reason for  the extended unauthorized absence. I f  no 
notice is received and the enployee cannot be located a t  the l i s t ed  hcane 
address, the supervisor m y  subanit a separation SF 52-B, a f t e r  the enployee has 
been absent for  14 days. 

(c) The servicing CPO w i l l  prepare an SF 50-B for  termination a f t e r  
receiving the request f r m  the supervisor. I f  the enployee returns t o  duty 
before the action is processed, the action w i l l  not be processed, and the 
request w i l l  be returned t o  the supervisor. The supervisor should consult the 
servicing CPO regarding possible disciplinary action. 

(d)  I f  an enplayee abandons a position in connection w i t h  an i l l ega l  
act ivi ty or  subsequent t o  ini t ia t ion of an investigation for  possible 
involvemnt i n  i l l ega l  activities,  and f a i l s  t o  return t o  work within 14 days 
froan the beginning of such absence, the SF 50-B effecting the separation mst 
indicate the enployee's status a t  the time of abandonment. The personnel 
action mst contain sufficient detai l  t o  support a decision on severance pay 
ent i t lemnt.  When loss of property or  funds is involved, the amount due the 
U.S. Government w i l l  be deducted f r m  severance pay or  other unpaid 
canpensation. Necessaxy information w i l l  be furnished t o  HQ USFK, A!ITN: 
E'KPM-SI, U n i t  #15237, AeO AP 96205-0010, or  the appropriate Air Force security 
off ice, as  required by applicable regulations, with additional information 
furnished upon coqle t ion  of investigation. 

k. Termination-Military. The enplayee wil l  present the draft notice t o  
the servicing CPO t o  support the termination action. The CPO w i l l  verify the 
draf t  notice and w i l l  annotate the SF 52-B shaving the date of notice, issuing 
agency, and date the eqluyee is t o  report for induction. The SF 50-B w i l l  
include appropriate remarks concerning m d a t o r y  restoration rights. 



CHAPTER 11 

a. Managanent a t  all levels w i l l  ensure that adequate services and 
faci l i t ies  are available for employee needs and convenience. The work 
environment is t o  be conducive t o  employee c d o r t ,  mrale,  safety, and health. 

b. Officials of the recognized employees organization, KEU, w i l l  be 
consulted concerning the establishment, abolishment, or major mdification of 
the m r e  significant aployee services. 

a. U n i t  ccsrmanders w i l l  review aployee services and facil i t ies t o  
determine i f  they are adequate. Inadequacies w i l l  be reported through ccgrmand 
channels and corrective action taken within the ccarmand's capabilities. 
Paragraph 11-3 identifies areas of particular concern. 

b. The BOs w i l l  coordinate with concerned staff agencies t o  evaluate 
current eqloyee faci l i t ies  , services, working conditions, and safety 
measures. The CW w i l l  advise managers and interested staff agencies on 
q l o y e e  needs and desirdble improvements or changes in available services and 
facil i t ies.  

11-3. TYPES OF SERVICES AND FACILITIES. Wery reasonable effort w i l l  be 
made, within USE'K capability, t o  provide the follming services and facil i t ies:  

a. Food services. 

(1) Bq$ayees w i l l  be furnished lunch areas. These areas w i l l  provide 
t o  the extent feasible: shelter f r m  the elemnts, tables and benches, trash 
containers, and fresh potable water .  Wherever possible, faci l i t ies  for heating 
water and refrigeration of lunch boxes w i l l  be available. 

(2) I f  no ccarmercial faci l i t ies  are nearby, efforts w i l l  be mde t o  
provide apluyees w i t h  contract vendor service. Such service my range £ran 
sale of prepackaged foods and beverages t o  caq le t e  food service with hot meals 
prepared and served at the installation. Mobile snack bar services t o  isolated 
units w i l l  be provided where practicable. 

( 3 )  In cCcrrrmnities within walking distance of the installation, 
c d t y  officials w i l l  be urged t o  encourage establishmnt of nearby 
restaurants catering t o  installation eqlcryees. 

( 4 )  In certain isolated areas, under unique circumstances, and upon 
prior apprwal of the ccanponent HQ, emplayees may be authorized subsistence 
suppart fran APF dining facilities. This w i l l  be on an individual 
reimburseaent basis IAW appropriate camponent regulations. 



b. Transportation. 

(1) Arrangements will be made w i t h  public carriers to provide 
transportation services to employees. Sufficient vehicles and an appropriate 
schedule will be arranged. 

( 2 )  Where public carriers do not provide adequate service, cammders 
may provide enployees w i t h  limited transportation facilities w i t h i n  the 
limitation of existing policy on use of gcxrerrmrent transportation. 

( 3 )  In determining daily work hours, schedules of arrival and 
departure of public carriers will be taken into consideration. 

c. Housing. On-post quarters will be furnished employees only when they 
are required to remain on post because of security reasons or to meet scheduled 
tours of duty. When furnished, guarters are considered a part of the 
errpluyee's catpensation and no deduction will be made frcan the enplryee's 
=J-ary* 

d. Health facilities. 

(1) Latrines will be provided in accessible locations and in 
sufficient nunher to meet the requirements of the work force. 

( 2 )  Require~rrents for special accdtions and adjustments to meet 
special needs of blind, crippled, or other physically handicapped workers, will 
be given adequate consideration. 

( 3 )  Cots or other special rest facilities will be available for use by 
f d e  e~nplayees, space and resources permitting. 

( 4  ) First aid emergency d c d  treatment will be pruvided errployees 
injured on the job (see chapter 5) ar on the post. First aid kits will be 
available for utilization in isolated areas. 

(5) As determined by the ccnponent surgeon, certain imun.izations will 
be provided at no expense to the errployee. 

( 6 )  Esrpluyees and their dependents will be provided d c a l  insurance 
benefits under the USFK Medical Insurance Program guvemed by USFK Reg 690-25. 

e. Recreational services. 

( 1) Carmarvders will arphasize develaprwt of off -duty sports contests 
arrrong Korean enployees and U.S. personnel. Errplayees will be encouraged to 
enter teams in the various athletic leagues. 



(2) Consideration will be given to the establishment of on-post 
dayroams or recreation centers for the Korean work force. Such facilities can 
provide convenient places for Korean employees to rest, read, eat their 
lunches, and participate in social and recreational activities, follaving the 
end of the workday. 

f. Safe and healthful working conditions. (See chapter 5, para 5-3.) 

g. Employee status and mrale. 

(1) Supervisors and empluyees will be accorded the full status 
associated with their job assignments and work contributions. 

(2) Reference to supervisors by organizational title (for exarrp?le, 
chief, assistant chief, mnager) will be encouraged in work areas. Standard- 
type desk name plates will be furnished to the Korean supervisors, wherever 
appropriate. 

( 3 )  Participation by qloyees in c d  or c d t y  activities will 
be encouraged. An exarrp~le would be sports and other contests, radio or 
television programs, academic or professional activities, open houses, services 
to the c d t y ,  and awards ceremnies. .Activity c d e r s  and chiefs of 
general and special staff sections will provide appropriate assistance and 
support for qlayee participation in such activities. 



a. The objective of discipline is to train and mtivate enplayees in the 
maintenance of reasonable standards of conduct. Discipline is a part of the 
daily responsibility of supervisors and not mely the action taken at times 
when an employee may deviate frm acceptable forms of conduct. The 
supervisor's conduct will emphasize the prevention of incidents requiring 
penalty actions. 

b. This chapter establishes the requirements thatmst be observed in 
processing formal adverse personnel actions involving qloyees when comeztive 
adion becms necessary. The r-ements reflect the principles that the 
qloyee shall have written notice stating the reason(s) for a proposed action; 
shall have a right to review all pertinent material relied upon to support the 
charge(s); adequate time and opportunity to reply and explain why the action 
should not be taken; and a natice of findl decision indicating the reason( s ) 
contained in the advance notice that were or were not sustained and the 
consideration given the qloyee's reply. These actions must be fully 
supported and procedurally comect in order to withstand outside review in the 
event an employee exercises the right to grieve or appeal. This chapter will 
be used in conjunction with appendix E and appendix F. Appendix E outlines the 
roore ccmmn offenses and appropriate penalties for such offenses. Appendix F 
sets forth expected standards of conduct for employees. 

12-2. DEFINITIONS. 

a. Informal disci~linary actio118 - oral admnitions, warnings, or 
reprimands, constitute informdl disciplinary actions and are the first step in 
constructive discipline. 

b. Fonnal re~rinand - written reprimands that are used when 
counseling, oral admxcitions, or reprhmds, have not served to correct the 
situation, and when it is desirable to make an official record of such action. 

c. Suspension - a suspension is a disciplinary measure taken by 
management requiring tollporary nonduty status without pay. Since suspensions 
result in loss of productive capacity to the ccarmand and represent a financial 
loss to the trnplayee, they will normally be used only after oral and written 
reprhds have been used without success, or when the offense is sufficiently 
serious to require mre severe disciplinary action than that pravided by 
informal or formal reprimands. 

d. -a1 - remval is the action taken to separate an employee for 
reasons of delinquency, misconduct, or for other cause personal to the 
enployee. This action is the mst severe action that can be taken and is 
n o d l y  appropriate when less severe penalties have not corrected the 



enployee's conduct, or where the qloyee's actions, carelessness, or  
negligence, are sufficiently serious as t o  require mmval. 

a. The USFK O B D ,  will issue guidance and authoritative interpretations of 
the policy in paragraph 12-4. 

b. Supervisory personnel wi l l - -  

(1) Ebllm the policy in paragraph 12-4. 

(2) Ensure that standards of conduct are knuwn by the work force. 

(3) Maintain a work climate conducive t o  the pramtion of moperatim 
and good working relationships, encouraganent of self -discipline, and 
responsible conduct expecbd of ~[li~ture q loyees .  

(4 )  Ensure that disciplinary action, when necessary, is the mininum 
required t o  prevent or  deter recurrence of the misconduct, and that the action 
is timely. 

c. Each servicing 80 will advise the responsible ccmMnders and 
supervisors of the policy enunciated in paragraph 12-4, and assist them in 
carrying out that  policy. Each servicing 80 wil l - -  

(1) Analyze the work environment (including disciplinary patterns) and 
recannend t o  the responsible camranders and supervisors, changes necessary to 
ensure that  standards of conduct are met by enployees. 

(2) Provide actvice and interpretation of standards of conduct, the 
Table of Standard Penalties, and provisions of this chapter. This will include 
review of each f o d  disciplinary action proposed, and d c h g  specific 
recammdations regarding the action to the comMlader/chief or supervisor 
involved. 

(3 ) Infom the union before taking adverse personnel actions affecting 
union officials who are elected t o  an office IAW the KEU's constitution and the 
Labor Managexrent Agreement Mxeen the USFK and the USFK KEU. 

d. Eqlqees w i l l  becane familiar w i t h  and abide by the standards of 
conduct prescribed by appendix F, and other standards prescribed by capetent 
authority. 

e. Legal advice w i l l  be made available on request, t o  each servicing 80 
and ccnmander, by the judge advocate (a) situated i n  the area. 



12-4. PULICY. The broad objective of discipline is to train and mtivate 
employees in the maintenance of reasonable standards of conduct. Discipline 
will be administered constructively, objectively, prqtly, and uniformly. 
Except in r-a1 actions, the purpose of discipline is to correct behavior. 
It is USFK policy that any civilian employee found to have engaged in theft, 
fraud, or other intentionally dishonest conduct against the USFK, will be 
considered for ramval from the federal service. Any lesser penalty will 
require justifiable mitigating circumstances. It is the duty of all 
supervisors to inp?lemntthis policy. This strong disciplinary posture is a 
necessary element in the USFK campaign against fraud, waste, and abuse. The 
vast majority of our civilian employees are honest, hard working, and fully 
aware of their fiduciary responsibilities to the public. We mst assure that 
they are not required to tolerate or work with those who will not live up to 
this public trust. 

a. A clear distinction will be made between an offense that warrants 
disciplinary action and substandard performance of assigned duties correctable 
by administrative personnel action (for exanp?le, involuntary reassigmmmt, 
CIX;). Only when these types of administrative actions are not, or are no 
longer feasible, will the final administrative action, termination-involuntary 
or rem~val, be Wsed. The procedures for advance notice and reply will be 
observed. 

b. Disciplinary actions will be accqlished confidentially. Interviews 
and inqhzies must be conducted privately and in such mer as to minimize 
personal embarrassment. The minimum n h r  of persons will be involved in fact 
gathering and internal coordination. Information relating to such actions may 
not be made available to parties not affected by the action without the consent 
of the employees involved. 

c. Supervisors will initiate disciplinary action prcqtly after receipt of 
notice of the cdssion of an offense so that the m a x h m  positive impact on 
an enployee's conduct may be achieved. Normally, first-level supervisors 
perf o m  these functions, although higher level supervisors may also perform any 
or all of these functions. Efforts will be IMde to obtain relevant evidence 
frm investigative sources. Hclwever, unavailability of final investigative 
reports should not be the basis for delay when available information is 
adequate to support a disciplinary action. After consultation with the 
servicing CPO, supervisors will initiate disciplinary action by sdxnitting an 
SF 52-B within 14 calendar days after receipt of report or informtion of the 
offense . 

d. Penalties will be applied in a unifonn and consistent mer in order 
to reinforce standards of acceptable conduct. Appendix E prescribes penalties 
for offenses. The penalty for the offense will be chosen to correct employee 
conduct rather than for punitive purposes, except when remwal is warranted. 
Consideration will be given to any extenuating and mitigating circumstances, as 



well as to any aggravating factors, to ensure the reasonableness of the penalty 
imposed. Disciplinary action will be the rninirrnrm required to correct enployee 
misconduct. 

e. The standard used to determine whether formal disciplinary action can 
meet the test of an impartial review in a grievance or appeal proceeding is one 
of substantial evidence (for example, such evidence as a reasonable mind can 
accept as adequate to support a conclusion). Proposed disciplinary actions 
that do not meet this standard will not be taken. 

a. Counseling is a part of managemnt's daily responsibilities, not merely 
the action taken when an eqloyee deviates frm an acceptable norm. Preventive 
counseling, individually and in groups, involves two-way c d c a t i o n  to 
discaver qloyee. discontent, or patential therefore, and is the basis for 
improving conditions to encourage acceptable conduct. 

b. Oral adnmnisht, warning, or reprirrrand, is the first step in 
constructive discipline. If there is an apparent misconduct or delinquency of 
a minor nature, and the qluyee has no previous disciplinary history, an oral 
admnishmnt may be appropriate. The supervisor will discuss the matter w i t h  
the eqluyee. The empluyee will be given an opportunity to explain the 
matter. After giving consideration to the employee's explanation, the 
supervisor will determine what action is appropriate. If the action is to be 
an oral admnishnrrent, the supervisor will advise the eqloyee of the reasons 
for the &ion and the areas where improvemmt is needed. The supervisor will 
suggest methods for achieving improvements, providing suitable assistance and 
guidance. A pencil natation of the admnishmnt will be made on the qloyee's 
record card or supervisory file and the employee will be so informed. A 
written statesnent of counseling m y  also be prepared. 

12-7. NRW& REPRPIPUND. This is appropriate when a mre severe penalty than 
counseling or oral admnishmnt is required. 

a. The imtlediate supervisor, assisted by the servicing 80, normally will 
prepare each letter of reprimand. The supervisor will sign the letter. Formal 
letters of reprimand will not be issued without prior coordination and review 
by the servicing 80. 

b. A letter of reprimand rmst be bilingual. The letter rmst describe the 
specific offense in sufficient detail to enable the qloyee to fully 
understand the reason(s) for the reprimarad. Such specifics as times, dates, 
places, and events, will be included. 

c. A letter of reprimand rmst include a statement that the letter 
constitutes a formal reprimand, that it will be a matter of record, and will be 
placed in the enplayeels OPF for a 2-year period. 



d. I f  the l e t t e r  of reprimand is a follm-up of previous offenses and the 
r e p r k d  is considered t o  be a continuation of constructive corrective action, 
the former incidents w i l l  be cited. Additionally, the explayee w i l l  be 
infonned regarding any specific corrective action necessary. 

e. The letter must inform the eqloyee tha t  he/she has the r ight  t o  suhit  
a written rebuttal t o  the reprimand. The letter w i l l  provide the follawing 
inf onnation : 

(1) The name of the individual t o  whcm the reply w i l l  be directed ( the 
next higher level supervisor). 

(2) The reply mst be s u b i t t e d  within 14 calendar days fram receipt 
of the letter. 

( 3 )  The reprimand w i l l  be f i l ed  in the OPF without consideration i f  a 
reply is not sulsnitted within 14 calendar days. 

(4 )  The fai lure t o  reply t o  the reprimand does not bar s ~ s s i o n  of a 
grievance i f  suhitted w i t h i n  14 calendar days a f t e r  the deadline for  the  
reply. The letter w i l l  inform the ernployee that i f  he/she suhits a reply that 
is not favorably acted upon, he/she m y  f i l e  a grievance follawing notification 
of the action. 

f .  I f  the enployee replies t o  the reprimand w i t h i n  the 7 calendar days, 
the next higher level supervisor (who is normlly the deciding o f f i c i a l )  w i l l  
consider the answer ful ly and impartially. If the decision is mde t o  cancel 
the  reprimand, the q l o y e e  w i l l  be so informed, in writing. I f  the  r e p r h d  
is deemed t o  be warranted, the ernployee w i l l  be so informed, i n  writing. The 
notification w i l l  be bilingual, refer  t o  the l e t t e r  of reprimand, specifically 
state that  the enployeels written reply was fully considered, and enumerate 
which reasons and specifications in the letter of reprimand are sustained and 
serve as  the basis for  the action. The notice w i l l  inform the anplayee that 
he/she is a l l 4  14 calendar days frcm the receipt of the notice t o  f i l e  a 
written grievance. 

g .  The original of the reprimand w i l l  be delivered t o  the employee. The 
anployee w i l l  sign and date a copy t o  indicate receipt of the formal reprimand, 
and the  supervisor w i l l  forward it t o  the servicing 80 for  inclusion in the 
eaployee's OPF. If  the enployee refuses t o  sign, the supervisor w i l l  annotate 
the copy t o  ref lect  that fact  before forwarding the copy. The letter of 
reprimand, along w i t h  the q l o y e e  ' s rebuttal, w i l l  be retained in the OPF fo r  
a 2 year period, a f t e r  which it w i l l  be withdrawn and destroyed. 

h. The supervisor w i l l  record the  essential facts of the f o d  reprimand 
on the employee's record card that is maintained in the organization. 



a. The servicing 80 will review the evidence and the c-s 
surrounding an offense for regulatory sufficiency and, in coardination w i t h  the 
supervisor, prepare a notice of proposed suspension as soon as possible but 
n o d l y  within 14 calendar days after receipt of request for disciplinary 
action initiated by supervisor. 

b. The statement of charges mst be concise and specifically related to 
the offense cdtted. If the proposed penalty is mre severe than that 
suggested in the Table of Standard Penalties, the notice mst state the 
reason(s) for this deviation. 

c. Although the Table of Standard Penalties uses S ~ K E  legal t m  that 
connote c r h ,  it is preferable to specify in the notice what the enplcryee did 
that was wrong, without using legal terms (for exanple, "unauthorized remval 
of U.S. Gwernment property" instead of "theft"). Adverse action is 
administrative and applies to acts of enployee misconduct without regard to 
whether crirninal prosecution occurs or results in an acquittal or conviction. 

d. The notice of proposed suspension will inform the -1- that he/she 
has the right to reply in writing w i t h i n  14 calendar days after receipt, the 
right to review the case file in the servicing 80, and that a final decision 
on the proposed adverse action will not be reached until the esrplayee's reply, 
if any, has been considered. 

e. The supervisor will deliver the notice to the employee. If the notice 
of proposed suspension is sent by mail, delivery is d d  to have cccurred in 
3 calendar days. A copy will be signed and dated by the anployee to indicate 
receipt of the notice. The qloyee will forward the copy to the servicing 80 
for filing in the adverse action case file. If the enployee refuses to sign, 
the supervisor will annotate the copy to reflect that fact before forwarding 
it. 

f. The qlayee's reply, if any, will be considered and evaluated by the 
inmediate and next level supervisors w i t h  the assistance of the servicing 80. 
Each mjor pint presented by the q l q e e  will be evaluated in terms of the 
original charges, evidence available, and applicable regulations. The 
evaluation will be sumnarized and forwarded to the servicing 80. 

g. The deciding supervisor will suhn?t a decision to the servicing 80 
with a copy of the eqloyee ' s reply, if any, attached. The decision by the 
next higher level supervisor mst be forwarded to the servicing 80 NLT 7 
calendar days after the receipt of the esrplayee's reply or 7 calendar days 
after the deadline for a reply, if the empluyee's reply is not received. 



h. The servicing CPO will review the decision and the d0~~11~3nted evidence 
for regulatory sufficiency. If it is decided that the suspension will be 
imposed, the deciding official will prepare, sign, and issue, with the 
assistance of the CPO staff (within 14 calendar days folldg the date the 
servicing CPO receives a decision frcan the deciding supervisor), a bilingual 
notice of decision. The servicing CPO will prepare and issue the SF 50-B. 

(1) The notice must refer to the notice of proposed suspension and 
state that the employee's written reply, if one was subnitted, was fully 
considered; enmate which reasons and specifications previously cited were 
sustained and served as the basis for the decision; that he/she will be 
suspended on the date ( s ) cited; and that heishe has a right to subnit a formal 
grievance within 14 calendar days after the effective date of the suspension. 

(2) The SF 50-B effeding suspension will contain remarks specifying 
the reasons for the adion, as stated in the notice of decision, and the dates 
of suspension, as appropriate. 

i. If it is determined not to proceed with a suspension action, but to 
reduce the penalty or cancel the action, the documnts previously issued will 
be amended or canceled. After a formal grievance, if a previous management 
decision is set aside or a lesser penalty is imposed, the servicing 80 will 
take necessq action to hplement that decision, including written 
notification to both parties involved, and issuance of appropriate official 
docruments . 

j. An qloyer-employee settlement agreemmt, c m n l y  knm as a last 
chance agreemnt, may be initiated by rmmgement and coordinated through the 
appropriate JA office for review. Such an agreement would be in lieu of what 
would otherwise be considered a remwal action and could occur anytime prior to 
the effective date of the remwal action or during the appeal procedure up to 
the day prior to the USFK Korean Enpluyee Appeals Board (KEAB) hearing. 

k. The supervisor will record the suspension on the qloyee ' s record 
card. 

12-9. REMWAL. This is the last resort in the disciplinary process. 
Procedurally, r-a1 actions are initiated by supervisors and folluw the steps 
described for suspensions except for the special provisions described beluw. 

a. When deemed appropriate, the natice of proposed remmal will be 
referred to the appropriate JA for legal review prior to being served on the 
emplv=e 

b. The notice of proposed remwal will provide an advance notice of not 
less than 30 calendar days frcan the enployee's receipt of the letter. In 
addition, the notice will advise the employee to inform the servicing CPO of 
the address at which the employee may be contacted. When the employee has been 
placed on enforced leave, the notice will state that the enployee is on 



enforced leave pending final decision on the proposed action and until date of 
separation, if the decision is to effect remrxml. The notice will state the 
specific dates charged to paid time off and will direct the qloyee to keep 
the servicing (YO info& as to where he/she can be contacted. 

c. The notice of decision to rermrve will state that the qloyee has the 
right to appeal within 14 calendar days after the separation date. Procedures 
outlined in chapter 13, paragraph 13-6 apply. The qloyee may request a 7 day 
extension to appeal; the request rmst contain justifiable reasons. 

d. W a l  actions will be initiated in a tirrrely fashion follawing 
notification to management of the cdssion of the offense on which the action 
is predicated. 

e. If the esrployee resigns or is separated through RIF procedures while 
ramdl action is pending, notification of the separation and of the charges 
that were pending, along w i t h  ccmplete enplayee identification data (name, sex, 
DOB, place of birth, permanent address, parents' narrres, military service 
nuher, job title, grade, and enplaying organization's narrre), will be furnished 
to HQ USFK, ATI'N: FKPM-SI, Unit #l5237, APO AP 96205-0010. This notification 
is also required when an qloyee is separated for cause. Investigation will 
continue in such cases so that sufficient information will be available to base 
a decision that may subsequently apply to the qluyee for reaplqmnt. 

12-10. EtWCXZD ZEAVE. Enforced leave m y  be m s e d  if an qloyee's pass 
is confiscated by, or on direction of the appropriate authority, and there is 
sufficient evidence or reason to pursue rem~val action. 

a. The servicing 80 and the acplayee' s supervisor will be notified by the 
confiscating authority NLT the beghning of the workday follawing confiscation. 

b. If it is proposed to conduct an inquiry or investigation of the act or 
situation that resulted in confiscation of the pass, management officials 
(after consulting w i t h  the servicing 80) rmst determine whether the esnployee's 
continuance on duty during the investigation period would be in the best 
interest of the government. Prior to such a determination, serious 
consideration rmst be given to the cost effect this period of enforced leave 
will have on the government if the eqloyee later beccmes entitled to 
retroactive pay and allowances due to withdrawal of the proposed action by the 
activity ccmnaMZer, application of subparagraph 12-log, or reversal of the 
action through appeal procedures. If it is determined that retention of the 
qloyee, in an active duty status, in his current position may result in 
damage to, or loss of goverrmrent property, m y  be detrimental to the interest 
of the government, or injurious to the enployee or his felluw workers, the 
employee m y  be assigned teqorarily to duties in which these conditions will 
not exist; or, the employee may be placed on enforced m u a l  leave or INE. 



c. Pending an investigation, the supervisor w i l l  give the employee an 
o f f i c i a l  notice of enforced leave of 30 calendar days NLT 5 workdays f r m  the 
date the pass was confiscated. Nonduty status prior t o  receipt of the of f ic ia l  
notification of enforced leave action is paid time off and not chargeable t o  
leave. When the notification i s  delivered in person t o  the employee or  3 days 
a f t e r  the notification is m i l e d  t o  the employee, further nonduty s tatus w i l l  
be charged t o  annual leave o r  IMP. The notice t o  the employee w i l l  s t a t e  the 
reason(s) for  the enforced leave. 

d. The supervisor w i l l  gather evidence t o  support a reawval action and 
take other action a s  appropriate during this 30 day enforced leave period; i f  
it is decided t o  drop the charges or t o  in i t i a t e  action less  severe than 
remwal, the supervisor w i l l  take M a t e  action t o  notify the q l o y e e  and 
return hin/her t o  duty. If  it is decided that ini t ia t ion of rem~~al action is 
appropriate, the supervisor w i l l  imoediately s-t an SF 52-B t o  the servicing 
CEQ requesting such action. The notice of proposed rernLXTal w i l l  be prepared 
and delivered t o  the employee. An extension of enforced leave of up t o  30 
calendar days may be made t o  provide for  the required 30 day notice before 
remwal may be effected. Thus, the notice of proposed ramval w i l l  be issued 
during the f i r s t  30 calendar days of enforced leave t o  avoid the t o t a l  number 
of days of enforced leave exceeding 60 calendar days, except under unusual 
circumstances. I f  the notice of proposed removal has not been issued during 
the  f i r s t  30 days of enforced leave and rma l  is  still considered t o  be 
appropriate, a request for  extension of enforced leave, a s  discussed i n  
subparagraph 12-lOf, must be initiated. 

e. A notice of enforced leave m y  be incorporated in to  the notice of 
proposed rernLXTal o r  be issued separately before o r  during the proposed removal 
notice period. The 60 calendar day tk l i m i t  described herein applies t o  all 
situations. 

f .  Requests for  extensions of enforced leave beyond 60 calendar days must 
be forwarded by the of f ic ia l  who signed the SF 52-B, through CPO channels, t o  
the appeal deciding authority. The request w i l l  include f u l l  justification and 
information regarding the s tatus and attenpts t o  expedite the investigation or  
action. The request must reach the appeal deciding authority NLT the 40th 
calendar day of enforced leave. In no case w i l l  enforced leave exceed 90 
calendar days. 

g. I f ,  by the end of the 60th calendar day of enforced leave, the rand. 
has not been effected, an extension approved, nor a settlement agr-t 
rendered, the eqloyee w i l l  be returned t o  duty on the next calendar day w i t h  
retroactive p a p n t  of salary and allmances, recredit of leave, and 
restoration of other benefits withheld during the period of enforced leave. 
Restoration t o  duty w i l l  not constitute dismissal of the adverse action and 
w i l l  not bar a subsequent action for  the same offense. 

h. I f ,  during higher level review of sexoval actions, abuse of the 
enforced leave provisions is found, the appraval level for  enforced leave may 
be elevated to the level deemed necessary by the CofS, USFX. 
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13-1. GE3lENb lkployees are authorized to seek redress frm management 
actions or canissions that m y  have adversely affected them, their working 
conditions, or job relationships, by suhitting grievances or appeals 
requesting reconsideration of such actions. 

a. Grievance - an erployee's oral (infond-) or written (formal) 
expression of dissatisfaction with aspects of kis working conditions and 
on-the-job relationships that are beyond his control; or a formal grievance 
requesting withdrawal of a formdl reprhd or dfication of a suspension 
action. 

b. m a 1  - an qloyee ' s written request for reconsideration of a 
remwal or termination-involuntary action for perfomce deficiencies. 

13-3. PQLICY. Employees will be treated in a fair and equitable ~tli~nner. 
Rployees and their representatives will not be impeded in the exercise of 
their rights to present grievances or appeals, nor will they be subject to 
restraint, coercion, discrimination, or reprisal, for exercising these rights. 

a. The USFK CCPD will ensure effective application of grievance and appeal 
procedures and will-- 

(1) Issue guidance and authoritative interpretations of the policy in 
paragraph 13-3. 

(2) Arrange for the appointsnent of mmbrs to the USFK KEAB, furnish 
case files to the KEAB, and arrange for logistical support for KEAB hearings. 

(3 )  Advise the appropriate servicing CPO of the date, time, and 
location, of scheduled KEAB meetings. 

b. All c d e r s  and supervisory officials will-- 

(1) Be available to hear canplaints and deal prqtly and impartially 
with problems or grievances brought to theix attention by qloyees. 

( 2 )  Take a constructive approach tuward arp?loyee canplaints and 
disciplinary actions and make concerted efforts to resolve the matter at the 
local level. 

( 3 )  Assure equitable and impartial consideration of formal grievances 
and appeals at each stage of the established procedures. 



(4) Schedule the appearance at the KEAB hearings of qloyees under 
thekc supervision who are called or assigned as participants. 

(5) Appoint managenent representatives to attend KEAB hearings. 

c. Servicing 0 s  will-- 

(1) Advise and assist caarmanders and supervisors in carrying out the 
policy of this chapter. 

(2) Provide procedural guidance to qlayees. 

( 3 )  Notify managemnt and appellant of the tine and place of the KEAB 
hearings. 

(4) Assist the OCPD in arranging logistical suprt for KEAB hearings 
scheduled to be held in their areas. 

(5) Arrange for the appearance of management representatives at KEAB 
hearings. 

(6) Assist the management representative in preparing for KEAB 
meetings. 

d. JA support will be prwided to the KEAB as prescribed herein. 
Appropriate Jas will be available on request of the Executive Secretary to 
advise the Chairperson of the KEAB on legal questions that might arise during 
the course of the proceeding. Arrangements for legal &ice frm the Labor Law 
Counselor (FKJA) will be made in advance of the hearing. 

a. I n f o d  grievances may be presented orally or in writing to the 
M a t e  supervisor or, if the imnediate supervisor is involved, to the next 
higher level supervisor. The qloyee rmst infonn the supervisor that he/she 
is presenting a grievance. 

(1) The supervisor will investigate the circumstances surrounding the 
grievance to obtain material facts. 

(2) The supervisor will discuss the grievance w i t h  the q l u y e e .  In 
appropriate cases, union representatives may be permitted to mnitor the 
discussion session betmen the eqloyee and the supervisor, w i t h  the consent of 
the enplayee. The 80 representatives may attend at the request of the 
supervisor. 

( 3 )  The supervisor will announce his/her decision within 14 calendar 
days after the suhnission of an infod grievance. 

(4) The supervisor will, in coordination w i t h  the appropriate 80 
staff, prepare a short bilingual written merrrorandum setting forth the issue, 



rel ief  sought by the enployee, offer of cmprcxnise ( i f  any) , and the decision 
t o  grant or  not t o  grant the relief sought. The mrmrandum w i l l  inform the 
employee tha t  he/she has 14 calendar days f r m  date of receipt t o  present a 
formal grievance. Copies of the rmwrandm w i l l  be furnished t o  all concerned 
parties. 

( 5 )  If  the  decision on the infonrdl grievance is not acceptable t o  the 
employee, he/she may f i l e  a formal grievance w i t h i n  14 calendar days of receipt 
of the written nmnrandum or, i f  the supervisor ' s reply is not received w i t h i n  
14 calendar days of in i t ia t ion  of the grievance, the q l a y e e  may i n i t i a t e  a 
f o d  grievance. 

b. A formal grievance m y  be presented when resul ts  of an informal 
grievance are not acceptable t o  the employee or  when the formdl grievance 
concerns a suspension o r  formal reprimand. Except fo r  suspension or  formal 
r e p r h d s ,  a formal grievance w i l l  be accepted only a f t e r  informal grievance 
prccedures have been pursued. 

(1) Formil grievances must be presented in writing through the next 
higher level supervisor t o  an individual in the chain of ccarmand who has not 
been previously involved and has the authority t o  resolve the issue. I f  the 
individual is a General officer, he/she m y  designate no l a v e r  than the deputy 
c~~rmander or  ACofS t o  act for  him/her; i f  the General officer i s  the chief of a 
joint staff section, the designee m y  be no laver than the  Deputy ACofS. The 
individual receiving the grievance w i l l  forward the grievance within one work 
day t o  the servicing CPO, which w i l l  forward it t o  the  appropriate deciding 
off ic ia l  so as  t o  be received NLT 7 calendar days f r m  the  date of sutmnission. 

(2) The f o d  grievance rmst be sulmnitted within 14 calendar days 
(unless otherwise indicated) a f t e r  the occurrence of one of the following 
events : 

(a )  Learning of the fact  or condition upon which the grievance is 
based. 

(b) Receipt of a written mrmrandum of resolution of an informal 
grievance. 

(c )  Effective date of a suspension action. 

(d) Receipt of a f o d  letter of reprimand. 

( e )  Submission of an i n f o d  grievance, i f  the written rmwrandum has 
not been provided t o  the q l u y e e  within the specified t h .  (See subpara 
13-5a(4).) 

( 3 )  The KEU, with the consent of the grievant, may present written 
information on behalf of the  grievant or  on the issue involved i n  the 
grievance. 



( 4 )  The deciding official will conduct hstigations, as necessary, 
to ascerkLin the facts and circumstances surrounding the grievance, and may 
consult w i t h  such persons or organizations as deenred appropriate in order to 
reach a fair and impartial decision. The 80 staff will recannend appropriate 
action to the deciding official. 

(5) The deciding official m y  d f y  suspensions or formal reprimarads 
by substituting lesser penalties or by canceling them. 

( 6 )  The deciding official will deliver a final decision, in writing, 
within 20 calendar days £ran the date the g r i m e  is received. 

c. When a suspension is canceled or reduced as a remedial action, the 
enployee will be considered for pay purposes to have been in normal duty status 
for the entire period of the absence hluding any period of enforced leave. 
(See subpara 13-6t for procedures.) 

13-6. APPEAL -. Only remvals and termination-involuntary actions 
for unsatisfactory perfomance of duty m y  be appealed. 

a. Appeals I[PZSt be suhnitted to the 80 within 14 calendar days after the 
effective date of the action. Failure to file a timely appeal will result in 
rejection of a late appeal unless the enployee can clearly shcrw, in writing, 
that cinms-bmes beyond his control precluded sutdssion within the time 
limit. 

b. Appeals mst specify- 

( 1) Name, position title, grade, and organization. 

(2 )  A clear and concise statarrent of the basis for appeal. 

(3)  R e m c h l  action or relief sought. 

( 4 )  Fkasons why such remedial action or relief is believed justified. 

(5) Nam of the individual, if any, who will represent the appellant. 

( 6 )  Names of any witnesses. 

(7 ) A s 1 m y  of anticipated testimony of each witness. 

(8 )  Pgpellant's contact address, telephone nunher, and fax nwS3er, if 
any* 

( 9 )  Staterrwt that the appellant does or does not desire a hearing. 



c. The KEU, with the consent of the appellant, may present written 
information on behalf of the appellant. 

d. The servicing CPO mus t  forward the appeal f i l e  through ccmmnd channels 
with the appellants OPF t o  HQ USFK, ATDJ: FKCP (USFK KEAB), U n i t  #15237, APO 
AP 96205-0010, within 14 calendar days fol lwing receipt of the appeal 
l e t t e r .  Internal management docurrrents ( t o  include JA reviews and camnents) 
w i l l  be transmitted with the case f i l e  for  review by the OCPD. The servicing 
CPO w i l l  include i n  the appeal f i l e ,  a synopsis of the remval action i n  the 
format described a t  appendix G. Ccannanders in the chain of c m d  axe 
authorized t o  reduce the rerroval penalty, i f  de& appropriate. In such cases 
the maximum penalty tha t  may be imposed is a 45 workday suspension. 

e. The OCPD w i l l  c q l e t e  review of the appeal f i l e  w i t h i n  7 calendar days 
a f t e r  receipt, t o  ensure t h a t  all procedural and regulatory requiremnts have 
been satisfied. If  major procedural errors are discovered that  are prejudicial 
t o  the  interests of management or  the appellant, the O D  may return the  case 
t o  the  servicing CPO for  ccacrp?liance with the regulation. If  the procedural and 
regulatory requirements have been n e t ,  the OCPD w i l l  convene the KEAB. The 
OCPD m y  request assistance £ran the JA i n  this review. 

f. The KEAB w i l l  be ccanposed of three n-mkxs: a f ie ld  grade military 
officer,  who serves as the chaiqerson; one U.S. cit izen civi l ian employee i n  
grade GS-12 o r  above; and one KGS-11 o r  above KN employee. The KEAB w i l l  be 
appointed fran a standing panel, approved by the CofS, USEX. The OCPD, USFK, 
w i l l  provide a l l  necessary arrangemnts, technical advice, and an ~xecut ive  
Secretary (nonvoting) t o  the KEAB. Assistant chiefs of joint and special staff 
principdls, HQ USFK, and EUSA, w i l l  furnish the names of one military 
personnel, one U.S . civilian employee, and one KN employee, t o  serve on the 
standing panel. The U.S. A i r  Force w i l l  furnish the names of two m i l i t a q  
personnel, two U.S. civi l ian q l o y e e s ,  and two KN employees, t o  serve on the 
standing panel t o  the CCPD, USE'K and R1SA, A!ITN: FKCIP-ZPM, U n i t  #15237, APO 
AP 96205-0010. The KOSA also w i l l  furnish the m s  of two U.S. c iv i l ian  
q l o y e e s  and two KN enployees who w i l l  serve on this standing panel. The U.S. 
Naval Forces, Korea, w i l l  f d s h  the n a n ~  of one military officer who w i l l  be 
called only t o  hear cases involving Navy enplayees. Menbers of the 80 staff 
and JA staff  may not serve on the ICEAB. The OCPD w i l l  furnish the appeal f i l e  
t o  the KEN3 when appointed. A hearing, as appropriate, w i l l  be held w i t h i n  30 
calendar days follawing appointment of the KEAB. 

g. I n  the  interest of efficiency and fairness in the adjudication of 
appeals, -s appointedto the KEAB w i l l  be relieved of all other of f ic ia l  
duties un t i l  the appeal case has been ccanpleted and an opinion rendered. 

h. A hearing mst be held i f  requested by the appellant. When the 
appellant does not request a hearing, the KEAB w i l l  conduct an intensive review 
of the appeal f i l e  t o  determine i f  a hearing is warranted and whether it w i l l  
be a limited o r  f u l l  hearing. The KEAB retains the right t o  hold a limited or  
f u l l  hearing, as deemed necessary. The limited hearing allm only the 



appellant or his/her designated representative to appear before the KEAB. No 
other witnesses are all& for the limited hearing. If the limited hearing 
indicates a need for further testhny, the KEAB may convene a full hearing. 

i. If necessary, the KEAB will obtain additional information or require 
that an investigation be conducted to obtain the facts. If the KEAB is unable 
to obtain the necessary facts, it may require such assistance as necessary to 
obtain additional required information and facts. 

j. A JA will attend KEAB full hearings as a nonvoting legal adviser when 
requested by the chairperson to provide legal advice. 

k. The qloyee may select an individual to represent him/her in a limited 
or full hearing. The representative may be another enplqee, a union official, 
or any other person who agrees to serve, except that the representative will 
not be a mnhr of the 80, BD, or the JA staff. 

1. M a n a g m t  may designate official(s) to represent its interests. In 
ccqlex or unusual cases, or when otherwise d d  appropriate, management may 
request that a JA assist or act as its representative. 

m. Errp?loyees will appear before the KEAB when called as witnesses. 
Errp?layees may be subject to disciplinary action if they refuse to appear before 
the f(EAB when called or if they knuwingly give false testhny. Eqloyee 
witnesses may refuse to answer any question that is self incriminating, but the 
KEAB will inquire into the basis of the possible incrimination to ensure that 
it is valid. A witness may not refuse to testify because it may incriminate or 
cause offense to others. If incriminating information is voluntarily given, it 
may be used against the witness in any future proceeding. 

n. At the discretion of the chairperson, management or appellant observers 
may be permitted to attend hearings upon request. Normally, where one side is 
allad to send an observer to the hearing, the other side will be accorded the 
sam privilege. 

o. Upon KEU request, a union official may attend an appeal hearing as an 
observer unless the appellant specifically requests that the union official be 
excluded fran the hearing. The union request mst be made to the OBD, in 
writing, in sufficient tim to enable the appellant to be queried and hearing 
facility arrangements finalized. 

p. The KEAB will conduct the hearing so as to allaw full presentation of 
relevant facts necessary for arriving at a faFr arad equitable decision. N l  
hearings will be conducted within the follawing guidelines: 

(1) The appellant will present such evidence as desired to shw why 
the separation action should not be Sustained. 

( 2 )  Managemmt may present evidence in support of the separation or in 
rebuttal to evidence presented by the appellant. 
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(3) There may be admitted into evidence, without regard to formal rules 
of evidence and admissibility, any evidence, oral or written, including 
hearsay, which the chairperson considers relevant to the case. 

( 4 )  Information already recorded in the case file need not be 
repeated, but may be sumnarized in the presentation of the case in developing a 
point of view, or expanded when necessary to arrive at a determination of the 
facts. In addition, the KEAB will seek out other relevant evidence and facts 
to nuke a thorough review of the case. 

( 5 )  The appellant and managmt will be permitted to cross-examine 
witnesses and s&t matters in rebuttal, as determined appropriate by the KEAB 
ChaFrperson . 

( 6 )  Members of the KEAB may question the appellant, management, and 
witnesses. 

q. The KEAB will review the evidence in closed session and determine by 
majority vote whether management actions will be sustained. The Executive 
Secretary will attend as a nonvoting maker. The decision of the K E B  will be 
based on evaluation of all facts in the case to determine whether substantial 
evidence exists that supports management's action. Substantial evidence is 
that a reasonable mind can accept to support a conclusion. Undue delay by 
managemnt in processing an action will not serve as the basis for reversal 
unless the appellant can shw that the delay prevented the acquisition of 
relevant evidence that could have resulted in the reversal of managemnt's 
decision. The KEAB will reccarmend to the appropriate deciding official to 
sustain, modify, or cancel the action. If the KEAB recamends a dfication, 
a specific penalty will be reccBrmended. If the substitute penalty recatmended 
by the KEZAB is a suspension, the recamended length of the suspension will be 
the lesser of: a) 45 workdays; or b) one-half the number of workdays to which 
the e;rrp?loyee would have been entitled to be retroactively paid, if the r m a l  
was set aside with no penalty imposed. Imposition of a 45 workday suspension 
would be a deviation £ram the Table of Standard Penalties. Therefore, the 
reasons for reccnnnending such a nonstandard penalty must be fully justified in 
the KEAB reccxnnendation. Ehnples of adequate reasons for imposition of a 45 
workday suspension include, but are not limited to, repeated and/or recent 
counseling for the offense with which the employee is charged, the impact of 
the offense is unique to the appellant's position, mission, or organization, 
and, there is an emerging pattern of misconduct. 

r. The KEAB's reccarmendation will be recorded in a report prepared by the 
Executive Secretary; a minority recamnendation also may be included. The 
Executive Secretary will submit the report to each KEAB member for approval. 
The Executive Secretary will then route the report through the deciding 
official's servicing JAto the deciding official for final decision. The 
deciding official is not bound by the KEAB's recamnendation, but may cancel a 
rrranagement removal action, accept it, or modify the KEAB reccmwndation. 
Deciding officials are the Ccarmander, 7th Air Force for Air Force qloyees; 
the Cam~nder, U. S . Naval Forces, Korea, for Navy qloyees; and the Assistant 



Deputy CofS, USFK, for all other emplayees. Deciding officials may designate 
an individual in grades 0-6 or above, who reports directly to the deciding 
official, to be the deciding official. 

s. The decision of officials described in subparagraph 13-6r is final 
and will be forwarded by letter to the appellant through the servicing CPO 
within three days of receipt. The servicing 80 will take actions necessary 
to i m p l e  the decision. 

t. If the remval action is canceled or modified (for -let 
suspension or fond reprimand), the esrplayee will be considered for pay 
purposes to have been in a n o d  duty status for the entire period of 
absence, including any enforced leave prior to separation. The esrpluyee will 
receive pay in the amunt equal to the basic pay he/she would have received 
had the absence not occuz~ed. The following provisions apply: 

( 1) Any leave used as a result of being placed on enforced leave 
prior to separation will be recredited. 

(2) The entire period of absence will be creditable for step 
increase and leave accrual purposes, except for the actual period of 
suspension. 

( 3 )  Any step increase or pay adjustmmt due during the absence will 
be processed retroactively as of the correct effective date and the appellant 
will receive all back pay including such adjustrmnts. 

(4 )  If there has been no change in the appellant's pay rate, pay 
will be ccmputed at the basic pay rate the enplayee received at the time of 
renaval or separation for inefficiency. 

(5) If the penalty is changed to a suspension, the suspension will 
be effected retroactively and will include any portion of the tirrre spent in 
enforced leave, status, or while the qluyee was off the rolls. The 
effective date of such retroactive suspension will be the effective date of 
the ramval action or, if the appellant was placed on enforced leave, the 
date that the appellant was placed on enforced leave. 

( 6 )  If the appellant delays reporting to the servicing 80 for 
restoration, back pay is authorized to cwer not m e  than five workdays 
after the notice of restoration has been mailed to the qluyee. If an over 
strength condition results fran the restoration, a necessary RIF notice will 
be issued IAW appropriate regulations after the appellant is restored to duty 
and without regard to what might have happened if the appellant had been in a 
duty status during any previous RIF. 

13-7. OF RECORD6. Upon capletion of the action, grievance 
and appeal records will be maintained by the servicing 80 for seven years, 
after which they will be destroyed, except for any that might have been 
reopened and remain active. 



14-1. GENEWE,. The performance of civilian employees will be appraised fair 
and in such a way as to improve work performance, when necessary. 

a. To improve individual and organizational performance. 

b. To furnish a sound and continuing basis for effective supervisor- 
subordinate relationships. 

c. To ensure the periodic evaluation and recording of the quality of 
overall performance. 

d. To ensure that each qloyee is informed of the standards by which 
performance is evaluated and of the character of current performance. 

e. To ensure that all ratings are fair and objective. 

f. To use the performance appraisal to assist in determining the need for 
training, CIGs, or separation when performance is not adequate. 

g. To serve as the basis for recognizing outstanding performance and 
incentive awards decisions. 

a. All designated supervisors are responsible for-- 

( 1) Establishing performance requirements, whaeby each employee under 
their supervision is infonmd of the quantity and quality of work expected in 
order to acccanplish all aspects of the job satisfactorily. 

(2) Keeping employees advised of the level at which their performance 
is progressing, identifying strong or weak points, ascertaining the cause of 
deficiencies, and initiating corrective action. 

(3)  Determining job training activities that will assist employees in 
improving their overall performance and enhance their future developrent. 

(4) Preparing official performance appraisals. 

(5) Initiating action to effect a change in assignment, U, or 
separation if, after a planned effort for inprmemnt, perfomce is 
inadequate. 



( 6 )  Initiating ncdnations for outstanding perforrrrance ratings and 
other honorary or cash awards for outstanding perforrrrance. 

b. The BOs will provide advice, assistance, and training to managers, 
supervisors, and enployees, on the various aspects of the performance appraisal 
program- 

a. The APF and NAF Korean permanent and long-termterrporary qloyees and 
those on indefinite appointmmts will be appraised IAW the procedures outlined 
belcrw, using USFK Form 155M (Korean mloyee Performnce Appraisal). 

b. Periods of appraisals. 

(1) Annual performance appraisals will be cqleted according to the 
schedule established by lccal cogrmanders and servicing 80. Rating periods 
normally cover one year. Special c-es may sametimes require that a 
ratee be appraised in less than 12 mnths. This usually cccurs when the ratee 
changes to another position. A rater may give an qloyee an mual 
performance appraisal in less than 12 mntks provided all the conditions listed 
helm are met. 

(a) The ratee has been under the performance requirements for at least 
120 days. 

(b) The ratee does not have an annual appraisal for the rating year. 
If the ratee has received an annual performance appraisal for that rating year, 
the rater should add the time to the next rating period rather than ccsrpleting 
a second annual appraisal. 

(c) The rate has been in the continuing current position for at least 
six months. 

(2) Thirty days before the end of the established rating period each 
year, the servicing 80 will provide rating supervisors w i t h  USFK Form 155EK 
for the enployees to be rated. The rater need nut ccrrplete this form for 
enplcyees assessed as satisfactory. The rater will ccnplete USFK Form 155M in 
triplicate for all enployees rated outstanding or unsatisfactory and distribute 
copies as follm: original to the errployee, one copy retained by the 
imnediate supervisor who maintains the enployee's record, and one copy 
foIwarded to the servicing 80. When the employee is reccmrrended for an 
outstanding rating, all copies of USFK Form 155EK and other supporting 
documents will be forwarded to the servicing 80 for processing. The due date 
for return to the servicing 80 is NLT 30 days after the end of the rating 
period for subsequent inclusion in the enpluyee's OPF. Rating supervisors will 
record the overall perfo- rating (unsatisfactory, satisfactory, or 
outstanding) on the qloyee record card. 
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( 3 )  Annual performance appraisals may be postponed for not more than 
three mnths when the rating official has not had enough time to observe the 
employee's performance in the present assignmnt because the supervisor or the 
employee is newly assigned, or when the employee has not been performing the 
regularly assigned work because of extended details or absences, or when 
extension is necessary to provide for a warning period. 

a. Performance requirements are established for each rating element based 
on what constitutes satisfactory work performance. There are six rating 
elements established on USFK Form 155EK. The first five rating elements, 
described below, pertain to both supervisory and nonsupervisoq positions, and 
the last element pertains only to supervisory positions. 

(1) Quantity of work. Evaluated and rated in terms of acceptable 
production during the rating period, timeliness of work acccanplished, and 
meeting deadlines. 

(2) Quality of work. Evaluated and rated in terms of accuracy and 
appearance of finished work; the ccmparative number of rejects, errors, or 
waste; degree to which specifications are met; thoroughness of information 
gathered and analysis of data; recanwndations, judgments, and decisions; 
language and manner of presentation; and effectiveness in expressing ideas 
orally, in writing, or both. 

(3 )  Cooperation. Evaluated and rated in terms of ability to maintain 
effective relationships, work harmoniously with others, consider viewpoints of 
others, and willingness to give assistance. 

(4) Initiative. Evaluated and rated in terms of ability to recognize 
and define problem, identify alternative possible solutions, select the best 
course of action, and subnit suggestions or present useful new ideas to improve 
operations. 

(5) English ability. Evaluated and rated in terms of the level of 
spoken and written cclmpetence necessary for acceptable performance of assigned 
duties. 

(6) Supervision and administration. Evaluated and rated in terms of 
effectiveness in selecting employees, assigning duties, evaluating work 
performance, training and developing subordinates, using incentive awards, 
administering constructive discipline, rraintaining management-qloyee 
cdcations, administering leave, maintaining up-to-date and efficient job 
structure, and prmting safety and adherence to the principles of equal 
employment opportunity. 

b. In appraising performance against established performance requirements, 
supervisors will-- 



(1) Regularly evaluate work performance of subordinates against 
realistic perfonname requirmts, discuss w i t h  eyrployees what is expected, 
h w  we11 goals are being met, and highlight qloyee achievenm~ts and 
shortfalls. 

(2) Jointly identify weak and strong aspects of performance, causes 
for deficiencies, and training or self-developrent activities needed. Major 
errphasis will be placed on helping enpluyees assess and improve work 
perf omawe. 

(3)  Initiate appropriate personnel actions (for exanple, reassignment, 
CLG, or separation action) if, after a planned effort to achieve perf0-e 
hqx-t, perfonnance is inadequate. 

a. Perfornrance elements will be rated as follm: 

(1) Outstanding (A). Applies when an errployee's performance is 
exceptional when measured against the established perfomwce requirement at 
least during the past six mnths of the rating period. 

( 2) Above average (B) . Applies when an enployee ' s perforrrrance is 
considered to have nret all requirements w i t h  occasional outstanding 
perfomce . 

(3) Average (C). Applies when an cxployee's uverallperformance 
during the rating period is considered to have met the minimrm reqyjxements 
with occasional outstanding or marginal work. 

(4 ) Marginal (D) . Applies when performance deficiencies have been 
identified that may be corrected by special training or by greater supervisory 
attention. Special attention will be given to identifying needed training and 
developing specific training and performance inprovement plans. 

(5) Unsatisfactory (E). Applies when an enployee's performance is 
clearly below the established requirem~ts. This rating, when assigned to 
elements critical for satisfactory job perfonmnce, requires a letter of 
warning to the qloyee and consideration of an appropriate personnel action, 
such as counseling, on-the-job training assistance, reassignmnt, CLG, or 
separation, as appropriate. 

b. Three ratings are identified for use in evaluating the total work 
performance and for assigning the enployee's csverall rating; "outstanding," 
"satisfactory," and "unsatisfactory". Staff assistance is available franthe 
servicing 80 when assigning an outstanding or unsatisfactory rating. 

(1) Outstanding. Work performme is sustained at an exceptional 
level throughout the rating period and achievements are readily recognized as 
outstanding. The supervisor will recarmend this overall rating when 



performance is outstanding in all rating elements critical for satisfactory 
perfomce. All elesnents mst be rated above average and the majority of the 
elmnts, to include those critical to job success, must be rated outstanding 
before an overall outstanding rating is assigned. An outstanding rating will 
not be processed until the employee has served a minimum of 12 mnths in a 
continuing current position. Exceptions to the 12 mnth incumbency are listed 
belaw. 

(a) A position change resulting from application of RIF procedures or 
a management directed reassignment. In these cases, both the former and the 
current supervisor must attest to the high level performance in both jobs and 
provide written justification shming that performance was outstanding in all 
rating elmnts critical for satisfactory performance. A management directed 
reassignment m y  not be based on conduct or performance reasons. 

(b) A position changed £ran tqrary status to permnent status, 
which retains the same title, series, and grade, is considered a continuing 
current position. 

(c) An employee who is mved frm one office to another in a different 
area, during the rating period, may be considered for an outstanding rating if 
the position title, series and grade, remain unchanged, and both the losing 
and gaining supervisors attest to the performance and pravide written 
justification. 

(d) The provisions of subparagraph 14-4b(l) are met and both the 
losing and gaining supervisors attest to the performance and provide written 
justification. 

(2) Satisfactory. Work performance falls among the ranges of above 
average, average, and marginal. 

(3) Unsatisfactory. Efforts to correct an employee' s inadequate work 
performance proved unsuccessful. An overall rating of unsatisfactory is 
appropriate-- 

(a) For nonsupervisory personnel when either the quantity of work or 
quality of work rating elements are unsatisfactory. 

(b) For supervisory personnel, when any one of the three rating 
elmnts, quantity of work, quality of work, or supervision and administration, 
are unsatisfactory. 

c. When an overall rating of outstanding is recanmnded, the M a t e  
supervisor will prepare the required justification on the reverse side of USE'K 
Form 155EK. Justification for the ncanination will be concise and consist of-- 

(1) A brief listing, in narrative form, of the mjor duties of the 
employee's position critical to job success. 



(2) A brief, factual statement of actual performance of the majority 
of those duties that describes clearly the manner in which the esnplayeels 
performance exceeded applicable standards for satisfactory performance. 

( 3 )  A statenrent that performance of all other duties has not been less 
than satisfactory. After the concurrence of the next higher level supervisor, 
the imnediate supervisor will forward USFX Form 155EK to the servicing 80. 

(4) The 80 will review the reccnmrendation for regulatory ccqliance 
and forward it to the c d e r  having authority to approve or disapprwe 
outstanding ratings. The overall performance rating should not be discussed 
w i t h  the enployee nor should the eqlcyee receive a copy of the official rating 
until the outstanding rating is approved. If the outstanding rating is 
disapproved, a rating of satisfactory is assigned. 

d. When an overall rating of unsatisfactory is supported and the 
perfornrance deficiencies have not been corrected through n o d  supervisory 
corredive action, the eqlayee will be given a letter of warning. The letter 
will be signed by the rating supervisor and countersigned by the second level 
supervisor. The letter will be issued before the of ficidL overall rating of 
unsatisfactory is assigned, and the qluyee will be given at least 30 calendar 
days in which to irrprove performance. The warning letter will describe- 

(1) The performance requirements for the position and huw the 
enployee's performnce has failed to meet the requirements. 

(2) H m  the eqloyee m y  irrpruve performance. The letter will state 
that the qlayee will have a reasonable opportunity to irrprove, and the date 
by which improvement mst be shuwn. 

e. If the errp?luyeels performance improves sufficiently w i t h i n  the 30 day 
warning period prescribed a h ,  a satisfactory rating will be given. If the 
ertpluyee's perfonmnce fails to inprwe, the supervisor will prepare USFX Form 
155EK w i t h  an overall rating of unsatisfactory, obtain second level supervisory 
concurrence, and suhnit a copy together w i t h  an SF 52-B to the servicing 80 
specifically requesting that the eqloyee be reassigned, CIG, or separated. 
The servicing 80 will then take one of the folluwing actions: 

(1) If the supervisor requests a reassigrmrent or CLG, the normal CPO 
procedures for such actions will be foll&. 

(2) If the supervisor requests separation, the servicing 80 will 
determine whether the employee had previously p e r f d  satisfactorily in a 
lower graded position prior to placement in the current position. If the 
enplayee has no prior record of marginal or unsatisfactory performance, the 
empluyee may be placed in a vacant position in an organization under the sam 
ccmnander, pruvided that the ccmMlader approves the placement. (A placement 
under this authority will nat take precedence over the assignment right of an 
errplayee affected by FUI? (chapter 4) or the mandatory placement right of 



enployees in priority groups 1 through 3 (chapter 4) . )  Employees with a record 
of poor performance before the current job, will not be considered for 
placemnt. If the c~~rmander approves the placemnt, all records rraintained by 
the former supervisor will be provided to the new supervisor. If the new 
supervisor is not satisfied with the employee's performance within 90 days, the 
new supervisor will initiate action to separate the employee. The new 
supervisor is responsible for documenting the unsatisfactory performance in the 
new job and will provide a brief description of the unsatisfactory performance 
in the r-ks section of the SF 52-B that will be forwarded to the servicing 
CPO with the ccarrplete performance record file from both the old and new 
supervisors. 

( 3 )  If separation is recc~rmended as the final action against the 
employee, procedures in chapter 10 of this regulation will apply. 

f. When any element of performance is marginal, the employee will be 
advised of the specific aspects of perfosmance that need improvemnt. Training 
needs will be identified and an individual training plan will be developed. 

g. An employee may exercise rights under grievance and appeal procedures 
for CIG or separation resulting from a rating of unsatisfactory. 

14-7. SUPERVISORS' ENAUATIClN. Supervisors will evaluate overall work 
assignmnts and performance of their employees. Supervisors will camnent on 
the employee's strengths and weaknesses, efforts in meeting established job 
requirements, deficiencies identified, training needs and plans, interest in 
and qualification for pramtion, and rec~~rmendations for pramtion or 
reassignment. 

a. The employee will assess and camnent on supervisor/employee discussions 
on work assignrrrents and performance rating, errp?loyee assignments and goals, and 
training and developwnt plans. 

b. The employee will he requested to sign the cclmpleted appraisal form to 
acknwledge that it has been discussed with him/her. If the enployee refuses 
to sign the form, a meeting will be arranged with the next higher supervisor to 
resolve differences of opinion between the M a t e  supervisor and the 
employee being appraised. If the employee persists in refusing to sign the 
form, the supervisor will ccamrent to that effect and sign the form. The next 
higher supervisor will review and sign the appraisal form to indicate 
concurrence. 

14-9. TRIAL PERIOD. 

a. Ccanpleting the trial period is the findl step in the selection 
process. The trial period gives the employee an opportunity to demnstrate 
qualifications, integrity, personality, work habits, respect for higher 
authority and felluw emplclyees, and willingness to learn and improve. 



b. Supervisors of qloyees serving trial periods will receive 
notification of ccrrpletion of the trial period frcan the servicing CPO at the 
beginning of the ninth mnth of the enpluyee's trial period. This will 
nonnally be acccmplished by a capter generated product that will be issued 
autcanatically. This notice gives the supervisor the option of retaining 
employees who have been successful in all elements of job performance, or to 
r e c d  additional training, reassignment, demtion, or separation, for 
enplqees whose performnce are not successful in all elements of job 
performance or conduct. A USFK Form 155EK is not required for the trial 
period. 8 0 s  without this ccrrputer capability will send the USFK Form 155EK to 
supervisors of employees due trial period appraisals as the notification of 
ccrrpletion of trial period. In this situation, the supervisor will use the 
USFK Form 153% to evaluate the enplayee's perfo-e and conduct during the 
trial period. A recamrendation for retention or separation will be made based 
on the USFK Form 155EK, the appraisal will be signed by the supervisor, and the 
f o m  will be sutmitted to the servicing 80. 

c. If an emplayee has been absent £ran duty for an extended period of time 
(chapter 7, para 7-8), the supervisor will so advise the 80. The servicing 
80 will review the enplayee's leave record and determine if the qluyee's 
trial period should be extended. If an extension is required, the new 
ccmpletion date will be extended so that the enployee ccmpletes six mnths in a 
wrk status after returning to duty. 



CHAPTER 15 

15-1. PURPOGE. This chapter establishes policies and requirements for the 
training and development of civilian employees. 

15-2. GENERAL. It is the policy of DOD to provide the training necessary to 
ensure maximum efficiency of civilian emplayees in the performance of their 
official duties and encourage employees in their efforts for self-imprwement. 
Training needs will be continuously reviewed. Mern training practices and 
techniques will be aggressively used to raise the level of employee performance 
and to met present and anticipated needs for administrative, technical, 
professional, and managerial skills. 

a. All ccBlcILanders and managers will-- 

(1) Determine, or review for appropriateness, the individual training 
requirements of qloyees in their functional or program areas. 

(2) Review training surveys and requirements for on-site training in 
their respective areas of responsibility. 

(3) Act on ncaninations for out-of-country and on-site training for 
employees under thek jurisdiction. Training is subject to funds availability 
and regulatory requirements. 

b. The servicing CPO will-- 

(1) Provide direction, supervision, and evaluation, of the civilian 
training, education, and developmt program. 

(2 ) Obtain and allocate federal agency and nonguvemmmt school quotas 
as requested by functional staff off ices or as identified in annual training 
program plans. 

(3) Act on requests for out-of-country resident training. 

( 4 )  Conduct general orientation training for all newly assigned 
employees . 

(5) Conduct civilian personnel management training for newly assigned 
military and civilian supervisors and other training as appropriate. 

( 6 )  Announce local training schedules, and review and rec-d action 
on requests for training in government and nongovernment facilities. 



(7) Conduct, at least annually, a survey of training needs and prepare 
an annual training plan. 

( 8 )  Maintain records and report training as required by higher HQ. 

c. Managers and supervisors will-- 

( 1) Encourage their subordinate enployees to participate in training 
and develop~~~t programs w i t h  the &jective of achieving increased esrployee 
productivity. 

( 2 )  Ensure that new civilian enpluyees receive proper orientation in 
their jobs. 

(3)  Identify and plan training activities to satisfy employee training 
needs. 

( 4 )  Accaplish job-related training as planned. 

(5) Provide training oplprtunities that best serve the needs of the 
organization and lead to the career goals of the individual. 

( 6 )  Report all training periods of more than 8 hours, including 
on-the-jab and on-site courses conducted within activities, to the servicing 
80 w i t h i n  10 workdays of ccanpletion of the training. 

(7 ) Evaluate training effectiveness in terms of increased individual 
job cclmpetency and efficiency . 

d. E$p?luyees will be expected to recognize the irrportance of their c k ~ n  
developmt, to make knuwn their interest in increasing pertinent job skills 
and huwledge , to expend the tirrre and effort necessary to attain their career 
goals, and to assum responsibility for-- 

(1) Devising a pattern for broadening their background in pursuit of 
career goals. 

(2) Assessing their background and potential against specific or 
general goals. 

( 3 )  ccmrmmicating their interests and desires for study and other 
developtental activities to their supervisors. 

( 4 )  Consulting w i t h  eprployee devel-t specialists in the 80 for 
professional direction and guidance. 

(5) Applying the knuwledge, skills, and techniques, acquired through 
training, to the work situation. 



a. Training is part of the work situation and a responsibility of 
managenent. Although managemnt must give employees the training they need for 
their official duties, it is management, not the qloyee, that determines the 
need for training. Training is not a right or fringe benefit of employees. 

b. Training and developnt provided to empluyees must be related to 
official duties in the same line of work or other occupations in which future 
job assignments are specifically planned. 

c. Maximum use of internal training and developmt facilities will be 
made before supplementing them with other government and nongovernment 
facilities. Other government agencies may be used to the extent of their 
availability and suitability to meet the activity's training needs. 

d. Training programs will be planned, progrd, and budgeted to meet 
essential enployee developnt needs. This ensures that the ccarmand has a work 
force of well-trained employees, potential managers, and executives. Training 
programs will be duly integrated with other personnel managent and operating 
programs. Line managemnt will be involved in a training systems approach to 
determine the knuwledqe, skill, and attitude chanqes needed by the orqanization 
on both an M a t e  ksis and'a long-range basis: 

- 

e. Adeguate administrative controls will be established to ensure that 
training being conducted or planned actually serves to improve eqlqee 
performance, contributes to econdcal and efficient achievement of program 
goals, and encourages qloyee self-developwnt. 

f. NAF-oriented training courses, rraintenance of related records and 
reports, and other administrative functions, will be supported by NAF dollar 
resources and personnel. 

15-5. D- NEEDS AND PULNNIEFG TRAINIM3. 

a. Training is given only to met existing or foreseeable needs. 
Supervisors will review the needs of their subordinates near the end of each 
FYI normally in conjunction with periodic or formal annual performance 
appraisals. 

b. Training needs are identified by determining the differences between 
skills and knmledge required to perform particular jobs (current and planned 
and those already possessed by qlayees, as evidenced by their performance. 
Training needs are identified by supervisors' observations during performance 
appraisals. They also may be generated by changes in work ~thods, functions 
changes in career fields, and scientific and technologicdl developments. 



c. Managers at all levels will ensure that the annual inventory of 
training needs will include all requirmts for training, regardless of 
whether these are to be met by on-the-job or off-the-job training, short-term 
or long-term education, self-develo~t, or developental expriences and 
special assignments. 

a. Enployees will receive a general orientation by the 80 at the time of 
qloyment. This orientation will be coordinated w i t h  the job indoctrination 
given by the imnediate supervisor at the job site. 

b. The employee orientation will-include the employee's responsibilities, 
information about the organization and its mission, the role of the 80, and 
other essential information concerning employmmt and the employing activity. 
The job indoctrination will cover specific job and skill requiremnts and will 
provide information to ensure the employee understands the job and the work 
envFr01lment and is thereby properly brought into the work force. 

15-7. ON+ElE-JOB TWUNING. Supervisors are one of the mst important 
resources used to meet employee training needs. They knew the skills, 
hadedge, and abilities, their subordinates rmst possess; in this respect, 
supervisors are the best available r e m e  for on-the-job training. 
Supervisors will develop specific plans for providing on-the-job training that 
assists employees in the performance of their assigned duties. 

15-8. ~~ RESI- TWUNING. Civilian enployees may be 
authorized TDY to attend gawmmnt and nongaverrrment resident training 
programs out of Korea. In reaching decisions to support such training, the 
necessity, thliness, cost of the training, availability and appropriateness 
of other sources of training, and the best interest of the gavernment, will be 
considered. 

15-9. TUITION AM) PULININO E m .  If 
needed training cannot be obtained through gavernment facilities or extension 
courses, it may be ar=ccnplished in local nongawmmnt facilities when funds 
and spaces are available. 

15-10. aWRSE PROGRIW. Many camnercial correspondence 
schools and gaverrrment agexxies offer job-related and professional training at 
a rtloderate cost. If justified, enployees may be reimbursed for the cost of 
such training. 

15-11. ZIT MEEMNES. I3plqees may be affarded the time and 
opportunity to attend and parkicipate in professional nreetings. The purpose 
and subject of such meetings n u s t  be related to the primary duties of those who 
attend. 



15-12. EMAWATIObJ OF m. Training evaluation is an integral part of 
the to ta l  training process. Evaluation of training effectiveness is largely a 
matter of careful observation of employee performance during the post-training 
period. A c q l e t e  evaluation also e l ic i t s  participant's views regarding 
issues of content, material, and presentation. Training evaluations are useful 
in praviding a basis for improving training through additions, deletions, and 
other modifications t o  content, course material, and the training delivery 
system. 



16-1. GENERAL. The Incentive Awards program is the system for recognizing 
special achievements and superior performnce with honorary and cash awards to 
deserving eqluyees. The Suggestion program provides a system for the 
solicitation and consideration of written suggestions intended to improve 
operations/mrale. 

16-2. DEFINITIONS. 

a. Honorary award - an award in the form of a certificate, medal, pin, 
emblem, plaque, or other item that can be vmm or displaced. 

b. Incentive awards - an inclusive term cwering cash awards, honorary 
awards, and length-of-service awards. 

c. Special. achievement award - any award granted for performance 
exceeding job requirements, either over a sustained period, or as a one-time 
occurrence, as outlined belw. 

(1) Sustained superior per£ormance consists of individual performance 
for at least 12 mnths for which an outstanding perfomce rating has been 
granted. 

(2) Special acts or services consist of meritorious personal efforts, 
an act, or a service perf o d  within or outside assigned job responsibilities, 
which contribute to the efficiency, econq, profitability, or other 
improvement of USFK operations. 

d. T h  off award (T(IA) - t h  off £ram duty without loss of pay or 
charge to leave in recognition of outstanding achievement or other personal 
effort that contributes to the quality, efficiency, or econcrmy of g m m t  
operations. 

e. Sussestion award - an award authorized for an idea s-tted by an 
qlayee and adopted by management, which contributes to the efficiency, 
effectiveness, or econdcal operation of USFK programs. The Suggestion 
Program will be administrated under capnent regulations. 

a. The USFK CPD is responsible for establishing policy, and for staff 
supervision over the Incentive Awards program. 

b. Ccanponent ccarmanders, major subordinate cclmMnders, installation 
ccarmanders, activity chiefs, and chiefs of staff sections, are responsible for 
staff supervision, program leadership, and administration of the Incentive 



Awards program for enpluyees under their respective jurisdiction under the 
provision of this regulation. 

c. The 80 or his designee is responsible for providing assistance t o  
supervisors t o  ensure that nuninations for special achi- awards are 
justified in writing prior to the issuance of such awards and that the program 
is uniformly administered. Statistical infarmation on achievenmt awards 
w i t h i n  a comMlad or activity is to  be maintained for use i n  evaluating the 
program* 

d. Supervisors at a l l  levels are responsible for prcancrting understanding 
of and participation in the program. This includes initiating reccrrmendations 
for awards and encouraging and assisting qlayees in making suggestions for 
irtprovmmt of operations. The Incentive Awards program is frequently the only 
means of recognizing emplayee contributions t o  the m k  effort. For this 
reason, the program should be highly visible and IMximrm publicity shaild be 
given t o  all awards cerenmnies. 

e. Incentive awards cornittees or coordinators are responsible for-- 

(1) Ensuring pramotion of the Incentive Awards program. 

(2) Providing @dame and instrudion on the use of honorary and cash 
awards to ensure timeliness of processing, accuracy of response, and 
maintenance of appropriate records. 

(3) Fleviewing naninations for honarary and cash awards t o  ensure award 
criteria have been met and that  appropriate justification has been furnished i n  
each case. 

f .  Ccrrponent cannanders are responsible for establishing policy and for 
staff supervision of the Suggestion program. 

a. Employees my  be recognized individually or in groups for performance 
abwe that normdlly required, or for suggestions. 

b. The Incentive Awards program will be administered as an integral part 
of the civilian personnel program and coordinated to the fullest extent 
possible with perfomance appraisal, training, pramtion, cost reduction, 
safety, health, and managmt  improvement programs of USFK. 

c. m i o n  w i l l  be taken on a continuing basis t o  p r m t e  f u l l  
understanding of, and participation in, the Incentive hzirds program. 

d. Eoth an honorary award and a mnetary award may be granted to an 
enplayee for the sarrre act or achi-, prwiding the criteria for each award 
are met. The same act or achievement cannot constitute the basis for mre than 
one honorary or more than one mnetary award. 



e. When disciplinary actions are pending on employees for  whm perfonmance 
awards have been reccBrmended, all action on the award w i l l  be suspended pending 
f ina l  determination of the disciplinary action. 

f .  Sustained superior performance awards m y  be granted for  12 months of 
service resulting i n  an off ic ia l  annual performance rating of outstanding. 

g. Enplayees m y  be nclminated for  other awardti l i s ted  i n  c a p n e n t  
regulations IAW the procedures in the regulation, o r  any other non-federal 
awards for  which they are eligible. 

h. An appropriate incentive awards nclmination and approval form w i l l  be 
ini t ia ted fo r  any award authorized by this regulation. Following approval by 
the local incentive awards camnittee, one copy w i l l  be furnished t o  the 
employee. A copy of each form signed by the ncaninating off icial ,  supervisor, 
and approving off icial ,  w i l l  be placed in the qloyee's OPF. A copy w i l l  a lso 
be sent t o  the servicing payroll office whenever a cash award is authorized. 

i. Suggestions w i l l  be fa i r ly  and equitably evaluated and processed 
expeditiously IAW regulations of the service ccanponents. 

a. The follawing requirements apply in authorizing a special achievement 
award based upon sustained superior performance: 

(1) The award mst be in recognition of no less  than 12 months of 
continuous service fo r  which an outstanding performance rating has been given. 

(2)  The nardnation for  the award must be s u h i t t e d  witkin 30 calendar 
days a f t e r  cap le t ion  of the period of service for  which the award is 
reccarmended. The m u n t  of the monetary award w i l l  be r e c d e d  by the 
act ivi ty manager and foLwarded through channels t o  the appropriate approving 
off icial .  k a l  incentive awards camittees w i l l  review the ncanination and 
recaarmend appropriate action t o  the apprwing off icial .  

( 3 )  The amunt of the award m y  not exceed 200 hours pay a t  the 
scheduled base hourly rate. 

(4) Ncnnination for, or  approval of, a specidl achievement award is not 
authorized when disciplinary action is pending. 

(5) The M a t e  supervisor is responsible for  in i t ia t ing  a 
reccarmendation for  an award and mst pruvide adequate written justification. 
The servicing CPO w i l l  provide technical review t o  ensure regulatory 
c q l i a n c e  . 



16-6. ZWlFUS BASED ON SPECIAL AlCrS OR SERVICE. 

a. Certificates of Camendation and cash awards may be issued for special 
acts or services that have contributed to the efficiency, econcany, 
administrative imprmemnt in operations, tangible savings, enhancement of 
profitability, or increased sales. 

b. The special act or service award is appropriate when an erployee or 
group of exrployees performs substantidlly beyond expectations on a specific 
assignment or aspect of an a s s i w t  or job function, or for a single 
scientific achievemnt, act of heroism, or similar one-time special act, 
service, or achi-t, of a nonrecurring nature. These awards are designed 
for short, one-tim achievements, not for long periods of service that could be 
recognized w i t h  other, more appropriate awards. 

c. The amwnt of the cash payment will depend on the significance of the 
contribution and will be determined based on the table for tangible or 
intangible benefits shuwn at appendix H. The recomnendation for the award mst 
be suhitted by the hmdiate supervisor within 30 days of cqletion of the 
service or act on which it is based. The recamendation rmst be in writing and 
will include justification for granting the award. Final action will be 
capleted w i t h i n  45 days of the lcecOLrmMdation. 

16-7. TIM3 OFF (MA). 

a. Full-time eqloyees m y  be granted up to 80 hours of time off during 
any leave year without charge to leave or loss of pay as an award for 
achievmmts contributing to the USE'K mission. For part-time eaplayees and 
those on unccnmon tcurs of duty (firefighters, for exanple) , the total amunt 
of time off that may be granted is the average nubr of hours of work in the 
exrplayee ' s biweekly scheduled tour of duty. Contributions rmst directly 
support the USFK mission and result in benefits similar to special act or 
service awards and on-the-spot cash awards. The extent of the contribution to 
the USFK mission will be a prirtlary factor when determining the amxlnt of time 
that is approved. 

b. The TQAs may be granted in m t s  up to 40 hours for a single 
contribution. The mximq am~unt of time off granted for a single contribution 
for part-time or uncamw>n tour qloyees will be one-half the maxinum anrwnt of 
time that could be granted in the leave year for the -1oyee. The T l A  may be 
given as a group award, but each m s n b r  of the group mst share in the award to 
the extent of the individual's contribution to the achievement. In a group 
award, the t i n e  off for each enplayee would be determined by dividing the award 
amxlnt by the hourly rate of pay for each eapluyee. (Even when the award 
anwxlnt is the same for each enployee, the actual time off will likely be 
different because of differences in the hourly rates of pay) . &mcds up to one 
day may be approved by the imnediate supervisor without further review or 
approval. Awards aver one day rmst be reviewed and apy?raved by an official at 
an organizational level higher than the individual making the initial decision. 



c. The MA mus t  be scheduled and used w i t h i n  one year of the approval 
date. The MA cannot be converted t o  a cash payment under any circumstances. 
The TOA need not be used a t  one time, but w i l l  not be used in increments of 
less  than one hour. A s  with any period of absence, use of the MA must be 
approved, i n  advance, by the employee's supervisor LAW local procedures for  
scheduling and use of leave. 

d. The incentive awards nomination form w i l l  be used t o  process the TOA. 
The folluwing documentation is required: 

(1) A brief description of the employee's achievement and the 
resulting benefits t o  the camnd .  

(2) Notice on the form that the award for  which the employee is being 
ncaninated is a MA. 

( 3 )  The m u n t  of time off recamnended by the supervisor. 

(4 )  The signature of the nominating and/or the approving off icial .  

(5)  The m u n t  of time off approved w i l l  be entered by the Incentive 
Awards C d t t e e  o r  other approving off icial .  An SF 50-B must  be generated by 
the 80 fo r  each award, regardless of t h e . m u n t  of time appraved. One copy 
w i l l  be retained in the employee's OPF. 

e. For awards of more than one day off, the tangible/intangible benefits 
c r i t e r i a  shuwn in appendix H of this regulation w i l l  be used t o  determine 
benefits and the  award m u n t .  The award m u n t  w i l l  then be converted t o  time 
off using the  enployee's hourly ra te  of pay. 

f .  The MAwill  be acccxplished as expeditiously as  possible. 

g. U s e  of MAs must be documented on T&A reports IAW ccanponent 
instructions. 

h. The MA my not be transferred outside the DOD caanponent of 
assignment. Employees who transfer between Army and Air Force ccanponents, fo r  
-let must schedule and use any MA before the  transfer, or  any unused 
portion of the MA w i l l  be lost.  

16-8. UN3IH OF SERVICE AWARDS. Wards of this type consist of length of 
service emblems (pins) , certificates,  and long-term service cash awards. 

a. Length of service anblems and cert i f icates  w i l l  be authorized IAW 
procedures established for  U.S. c i t izen employees. The SCD for  RIF purposes 
w i l l  be used t o  determine creditable service. 



b. mng-term service cash awards will be paid i n  the anmnt sham belav 
when the enployee reaches the years of service shcrwn. Servicing CPOs w i l l  
review and certify the SCDs and will in i t ia te  and certify the Incentive Wad 
nanination fom to be farwarded to the servicing f inaxe  office fa r  payment. 
Individuals se~ving on tenparaq appointments after reaching age 60 w i l l  retain 
the SCD they had h d i a t e l y  prior t o  separation a t  that age. 

Y e a r s  of Service Cash &ward 

Won amount equivalent t o  $100.00 
Won amount equivalent t o  $130.00 
Won amrwnt equivalent t o  $160.00 
Won anmnt equivalent to  $190.00 
Won amrunt equivalent to  $220.00 
Won amount equivalent to  $250.00 
Won m t  equivalent t o  $280.00 



17-1. GENERAL. The labor-management relations policy of the DOD recognizes 
tha t  the participation of employees i n  the fornulation and implemntation of 
personnel policies and practices affecting them, achieved through the i r  m 
freely chosen organizations, safeguards the public interest, contributes t o  the 
effective conduct of DOD business, and fac i l i ta tes  and encourages the amicable 
settlements of disputes between employees and DOD agencies. Also, the public 
interest  demands the highest standards of q l o y e e  performance and the 
provision of 91-t conditions and pradices that are caparable t o  
prevailing practices in the host country. 

17-2. DEFINITIONS. 

a. Consultation - deliberate together; t o  ask advice of; t o  seek the  
opinion of; t o  discuss or  consider; t o  exchange opinion through discussions in 
resolving a problem. MIIIIE: To reach a mtual  agreement or  t o  obtain the 
other 's consent is not required. 

b. Neqotiation - meeting and conferring with another so as t o  arrive, 
through discussion, a t  s m  kind of agreement or  ccanprcanise about s m t h i n g ;  t o  
came t o  terms by meetings and discussions. : Normally, a m t u a l  
agreemmt or  consent of the other party folluws a negotiation. 

a. Provisions of the Labor Article (Article M I )  of the U.SJROK SOFA, 
related Agreed Minutes and Agreed Understandings, and decisions of the SOFA 
Joint C d t t e e  w i l l  prevail in the labor-management relations program of this 
c m d  . 

b. Provisions of the Labor-Management Agreeaent i n  effect  between USFK and 
the recognized union representing Korean empluyees w i l l  be ful ly c a p l i e d  w i t h .  

c. Effective day-to-day labor managemnt relations w i l l  be maintained 
throughout the camMnd t o  foster cooperative labor relations and t o  prevent 
labor problems. When disruptive labor actions are imninent, or  have occurred, 
p r q t  and firm actions w i l l  be carried out, in a systematic and orderly 
manner, t o  prevent or  stop them. 

d. Management off icials ,  CPOs, and their  s t a f f s  w i l l  maintain absolute 
neutrality on internal union affairs. No management off icial ,  80, or his 
s taf f ,  w i l l  encourage or  discourage membership with regard t o  hiring, tenure, 
pramtion, or  other action. These off icials  also w i l l  not sponsor, control, or  
otherwise ass is t  the union except for  furnishing custcgnary and routine services 
and fac i l i t i e s  a s  stipulated in the Labor-Management Agreement when consistent 
with the best interest  of the ccarmand and i ts employees; or  support any 
individual for election, reelection, or  appoin-nt, t o  a union off ice. 



a. The OCPD, US=-- 

(1) Is designated to act for, and on behalf of the Carmrander, USm, in 
all labor relations matters; and serves as the focal point of contact for 
cdcations w i t h  the recognized union representing KN arpluyees and 
officials of the m. 

( 2 )  Will develop and inpl-t USFK labor-nranagemnt relations 
program required to inplement the abave policy in coordination with other DOD 
ccsnponents in Korea. 

(3)  Will acca-qlish, as necessary, consultation and negotiation with 
the national union in coordination w i t h  the concerned elesnents of this HQ, 
subordinate canmnds, and other DOD ccmponents in Korea. 

b. USEK staff sections and DOD ccmponents will-- 

Coordinate w i t h  the CPD any policy changes or actions affecting XN 

I?rovi.de representation to negotiation teams when requested. 

( 1) Provide appropriate orientations to assure that line managesnent, 
(including imnediate supervisors) and eqloyees are familiar with and cqly 
w i t h  the carmand labor relations policies set forth in this regulation. 

(2) Maintain avenues of cammication w i t h  the recognized union w i t h i n  
their camMnd and designate, in writing, the servicing 80 as the principal 
contact point for dealings w i t h  the union chapters. 

( 3) Irrvestigate qloyee grievances and ensure that equitable and fair 
treatment is provided. Within regulatory authority, attenpts will be made to 
provide constructive solutions satisfactory to both management and arpluyees. 
Matters not resolved or mtters atside the camnander's authority will be 
prorrptly reported to HQ USE'K, ATIN: FKCP, Unit #l5237, APO AJ? 96205-0010, for 
further review and determination. 

(4 )  Report prcrrptly to HQ USl?K, ZWIN: FKB, Unit P15237, APO AJ? 
96205-0010, nmcapliance w i t h  SOFA provisions or provisions of the 
Iabor-Managexrent Elgreenrerrt, or any other unfair labor practices by the union. 

(5) Prwide lrepresentation to negutiation teams when requested. 

d. The servicing 80 will-- 
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(1) Serve as  the principal point of contact for  dealings with 
recognized union chapters. 

( 2 )  Serve as  the principal. advisor on labor relations fo r  the  serviced 
cc~lcnander(s). 

( 3 )  Assist the ccarmander(s) i n  carrying out responsibilities 
pertaining t o  management-union relations. 

e. Ehployees w i l l  abide by the provisions of the Labor Article of the 
SOFA, related Agreed Minutes and Agreed Understandings, and the decisions of 
the  SOFA Joint C d t t e e ;  provisions of the Labor-Management Agremt;  and 
r ights  and obligations set forth in this regulation. 

17-5. -ION AND NMXJIIIATION WITH THE UNION. 

a. Consultation and negotiation at local c a m ~ n d  level. Camnanders may 
consult and negotiate with the union on matters appropriate for  consultation 
and negotiation under the Labor-Managent Agreement and m a t t e r s  within the i r  
authority, except-- 

(1) Negotiation of a Labor-Managmt Agreemnt. 

(2)  Negotiation on personnel policies, procedures, practices, and 
working conditions, tha t  have application outside the area serviced by a USFK 
CEO. 

(3 )  Negotiation of an agreement that  w i l l  restrict, abrogate, or  
inhibit the  exercise of the reserved rights of the onployer as specified in the 
Labor-Management A g r e e n ~ ~ ~ t  between USFK and the recognized union. The reserved 
r ights  are to-- 

(a) Determine the mission and function, budget, organization, number 
of enployees, and internal security practices; changes in the numbers, types, 
and grades of onployees or  positions assigned t o  the onplayer's organizations, 
work project, or  tour of duty; o r  on the work technology, methods, and means of 
performing work. 

(b)  Hire, assign, transfer, p r m t e ,  direct, reward, train, retain and 
separate eqloyees; or  t o  suspend, remve, reduce in grade, o r  take other 
disciplinary action against enployees; assign work; and t o  determine the 
personnel by which operations shall be conducted. 

(c) Take whatever actions may be necessary t o  carry out the missions 
of the  enplayer during an emergency such as war ,  host i l i t ies ,  or  where war o r  
hos t i l i t i e s  m y  be imninent, o r  in cases of natural catastrophe o r  other 
emergencies . 

( 4 )  h a l  personnel procedures, practices, or working conditions which 
will impact other areas or carmands, or otherwise have USFK-wide inplications. 



b. Nothing in this section and no action effected under its provisions 
w i l l  restrict c d e r s  fram taking any actions necessaq t o  carry out their  
mission in an emergency. 

a. Any unresolved operational problems at the local level w i l l  be p r w t l y  
reported t o  HQ USFK, A!lTN: FKB-LPM, U n i t  #15237, APO AP 96205-0010, 
presenting both sides of the issue and CEO's camrents. The report w i l l  f i r s t  
be made telephonically, and la ter  i n  writing, for serials or ccnplicated 
problems that  my  result i n  labor-managemmt problems. Policy matters and 
procedural issues of possible c d - w i d e  inplication w i l l  be reported as 
above. (RCS exesnpt IAW AR 335-15, chapter 5, subpara 2c.) 

b. The USFK CPD, w i l l  be info& im&htely of any labor disturbance, 
slawdawn, or work stoppage. 

c. The 80 or Chief, Mmagement Employe Relations of the servicing CEO 
w i l l  inform management officials of any evidence or indication of labor unrest. 

d. A copy of the minutes of union-managmt meetings w i l l  be forwarded t o  
HQ USE& ATTN: FKCPI.J?M, Unit #15237, APO AP 96205-0010. 

e. The CEOs w i l l  notify the O B D  when an enplqee who is a union official  
is t o  receive a notice of proposed adverse action. The O B D  w i l l  then notify 
the national office of the KEU. 

17-7. FIIEG. The follawing references and record files w i l l  be mintained 
in BOs on a current basis: 

a. CamMnder' s statemmts designating the servicing 80 as the principal 
contact point for conducting business with the union, and personally supporting 
an effective labor relations program. 

b. R o s t e r  of union officials, including their enplaying organization, job 
title, telephone n-, hane address, union capacity, and the terns of office. 

c. On a quarterly basis, mahership of the union, by nu&er and ra t io  t o  
the current strength. 

d. Sumnaries of labor situation briefings given t o  cannanders/key 
officials  of major organizations serviced, 

e, Labor incident reports t o  include develapnents and resolutions. 

f .  A sumnary of the minutes of union-manag-t meetings. 

g. Union journals and publications. 



a. This chapter outlines variations in certain policy aspects and 
procedural requirements that apply to USFK invited contractor enployees. These 
special provisions penit invited contractors to meet basic obligations for 
caplying with USFK and ccanponent service directives w i t h  a m i n h n n  of 
doamentation or procedural steps. Capmy forms will be used. 

b. The objectives of invited contractor personnel ~tlanagement are to 
maintain operational efficiency and econq through maximum utilization of 
employees; to prwide a pattern of personnel mnagemmt consistent with that 
for direct-hire USFK anpluyees; and to ensure fair and equitable administration 
and proper consideration for anployee rights and benefits provided under 
pertinent camand directives. 

a. The appropriate procuremmt agencies have overall control of all phases 
of contract administration. 

b. Project managers or other managmt officials of equivalent status are 
responsible for implementation and ach-bistration of a personnel program 
consistent with USFK policies, objectives, and required procedures. 

c. The USFK, CPD, is responsible for staff labor-management relations and 
for providing technical personnel policy interpretations. 

d. Servicing CPOs will provide assistance and guidance to invited 
contractor officials in the application of both mandatory and optional 
provisions. This responsibility includes-- 

( 1) Providing specific guidance on handling disciplinary cases and 
employee appeals. 

(2) Keeping channels of cdcation open with contractor management, 
and the activity utilizing the services of the invited contractor. 

( 3 )  Securing guidance frcan major subordinate ccarmanders on invited 
contractor personnel matters having ccarmand interest. 

( 4 )  Advising cam~nd officials when problems arise or guidance is 
needed in invited contractor operations with respect to policy cqliance on 
labor-managemnt relations and other important aspects of personnel management. 



(5) Ensuring that pezthent ccarmarad directives and enployee 
camnication media are available to  management and the work force, 

19-3- AM) -. (See chapter 2.) 

a. Qualification requirements. Use USFK Reg 690-118 as a guide in 
determining whether applicants meet @if ication requiremmts. Established 
requirements may be waived  or special requir~gnents established when considered 
necessary by the project manager. Such cases w i l l  be fully documented. 

b. Rec~ t rnen t  priorities. Within the priority groupings, former 
q l a y e e s  of invited contractors will  norrrdLly be given preference. H a e v e r ,  
the q l i c a n t  whose qualifications surpass those of other a@icants, may be 
hired regardless of veteran status or  type of previous eprplayment. 

c. Ehplqyment status. 

(1) Types of ap~pintrrrents are-- 

(a) Pemanent appointrrrents, Empluyees hired for permanent positions 
on the contract manning table w i t h  regularly assigned full-time tours of duty. 

(b) T h p r a r y  MX appointments. Esrployees hired for positions on 
contract d f i c a t i o n s  having a specified time limitation and for arlpluyees 
hired t o  replace pexmanent enployees on extended sick leave or i n  a nonpay 
status due to  medical reasons, 

(c) Intermittent appointmnts. Ehplayees hired for positions that  
involve intermittent (as needed) services, for which no tour of duty can 
feasibly be established on a continuing basis, 

(d) Part-time appointrrrents. Enplayees hired for positions that 
require less than full-time work, nomally at least one day of each mek, on a 
regular, repetitive basis, and not more than 32 hours wekly. 

(e) By-the-day hires. In emqencies, arplayees hired as needed, on a 
day-to-day basis, without observing recruitmmt priorities. 

( 2 )  Quidance in making selations for hire and prOn[lDtion-- 

(a) Managemnt will adhere t o  the ccnpetitive principles so that the 
best qualified applicant is selected. 

(b) An errployee W l y  w i l l  not be considered eligible for pramtion 
i n  excess of txm grades at any one time or during any 12 month period. 

do Provisions applicable on contract changeover, 



(1) In conformance with ROK legal interpretation, the successor: 
contractor will utilize the basic work force (not necessarily including 
managamt officials) of the previous contractor in all functions and services 
that continue as requirements under the new contract, consistent with the 
contractual cdtmnts and performance responsibility under the general and 
special provisions of the executed contract. 

(2) In case of a reduced manning table, selection of personnel to fill 
positions on the new manning table will be made UW' the qualification 
requiremnts of the jobs and the RIF retention rights of employees of the 
previous contractor, unless nonselection is justified. Actual reduction to new 
IMnning table levels will be accaplished, wherever possible, through attrition 
in the t k  allcrwed for reaching new IMnning levels. 

(3) When changes in manning tables involve cancellation of previous 
jobs without a reduction in the total number of spaces, the following will 
apply in effecting placement of incumbents of cancelled jobs: 

(a) The enployee will have mdatory reassignrrrent rights to a new job 
for which qualified, at his present grade level. 

(b) The employee will be considered along with other applicants for 
pramtion to a position for which qualified. 

(c) If not placed under subparagraphs 19-3d(3)(a) or (b 
will be assigned to a 1- grade job for which he is qualified, 
present grade level. 

(d) If there is no new or vacant job in the new rmming table for 
which he is qualified, he my, at the contractor's discretion, be permitted to 
exercise "bmqing rights". 

(e) Pay of qloyees affected by CLX; will be administered IAW chapter 
8, subparagraph 8-4g. 

(f) Details m y  be used when reassignrrrent cannot be finalized within 
the 45 days follaJing the effective date of new manning tables, or as indicated 
in chapter 3, paragraph 3-3. 

(4) Individual employee personnel folders, reatplqmnt priority 
lists, and other personnel records, to include leave and pay records, will be 
transferred to the successor contractor. 

19-4. DGIlAIIS AM) PIMMOTIONS. (See chapter 3.) 

a. Top mnagemnt of invited contractor firms is responsible for providing 
a system to ensure control of details and tarpprary prmtions. 



b. Procedures in chapter 3, paragraph 3-6 may be modified, provided-- 

( 1) Use of extended details is avoided, particularly where the 
qloyee is detailed to a position of a different job classification, grade, 
and pay lwel. 

(2) Details do not exceed 90 days during one contract year. 

( 3 )  At the end of the detail period, managenent returns the 91- 
to the assigned position or effects an official assignment to the position to 
which detailed. 

19-5. HEIKICTI(3N IN FOIZME. (See chapter 4. )  

a. A RIF will be coordinated beheen the contracting officer and the 
cOI[RlliLnder of the using agency. 

b. Ccmpetitive area will be the same as that used by the CPO unless 
otherwise approved by the canponent 0. 

c. The SCD for invited contractor employees will not be earlier than 
1 March 1957, the date on which the first USFK contract went into effect. When 
two or mre anplqees have the same SCD, the tie may be broken based on 
verified prwious direct-hire service performed before the function was 
converted to an invited contractor operation. 

d. Invited contractors will notify their separating ernplayees of the ARPL 
and facilitate the registration process. The contracting officer will prwide 
copies of reenplayment priarity lists to ather contractors and CPOs for 
placement consideration. 

e. Milestones regarding management planning and advance notice periods are 
subject to the t a m s  of the contract. H w e v e r ,  in all cases, permanent 
qloyees will receive written &ice at least 30 days before the RIF effective 
date (exclusive of both date of receipt by the errplayee and the RIF effective 
date) . 

f. During periods of RIF on any contract, outside recruitment may be 
controlled by the using activity, or its HQ, in coordination w i t h  the 
contracting officer. 

19-6. INJURY, ClQMeaJSATION, AND )IEAL3LII. (See chapter 5.) 

a. Capensation. -1ayees of invited contractors are covered by 
insurance as required by the terms of the contract. 

b. Ekployee health. In addition to meeting the requir-ts of chapter 5, 
paragraph 5-3, invited contractors will tale all masures required by the 
contract to ensure that mrking conditions and qlayment practices are 
satisfactory f r a n  the standpoint of health and safety. 



19-7. 'IWRS OF DUTY AM) HCLIDAYS. Chapter 6  applies except as d f i e d  by 
contract terms. 

19-8. LEA" ZUMINISrTCATION. (See chapter 7. ) 

a. Annual leave. 

(1) The 90-day qualifying period does not apply. 

( 2 )  Annual leave accrued during the contract year (or a contract term 
of less than one year) will be scheduled so as to be used prior to the end of 
the contract year (or the shorter contract term), or before the aployee's 
termination or reassimt to another contract. 

(3 )  Unless specifically authorized by the contract, unused annual 
leave is not transferable on contractor change over or on reassignment of an 
qloyee frcm one contractor to ancrther. In addition, unused annual leave will 
not be carried over into the next contract period in the went of an extension 
to the contract. 

(4) Lump-sum leave paynrent for unused accrued annual leave is not 
authorized on contract change over, on reassignment between contractors, or on 
any change in the contract period, unless specifically authorized by the 
contract. Lump-sum paymnt to the individual designated as beneficiary IAW FtOK 
law is authorized for any amunt of annual leave remaining to the errp?loyeels 
credit at time of death. 

(5) In the event of reemplayment on either the same or a different 
contract, there will be no recrediting of annual leave that my have been 
forfeited under subparagraph 19-8a(3) or (4) unless specifically authorized by 
the contract. 

( 6 )  Management officials who are authorized to sign time sheets my 
approve an qlayee's request for advanced annual leave if the amunt of 
advanced annual leave does not exceed the total annual leave the enployee is 
expected to accrue during the balance of the leave year. Payment for any 
advanced annual leave that the employee has not earned prior to separation or 
close of the leave year will be deducted frmthe employee's regular pay or 
final pay, as appropriate. 

b. Sick leave. 

(1) Sick leave balances are transferred on contractor change over and 
when cnp?loyees are reassigned be- contractors without a break in service. 
Huwever, sick leave acdation during direct-hire USFK employment is not 
transferable on change to invited contractor 91-t or vice versa. 

(2) There is no recrediting of sick leave balance on reemploymmt 
after a break in service. 



(3 )  luhMgement officials who are authorized to sign t5.m sheets may 
approve an mplayee's request for advanced sick leave if the amunt of acbnced 
sick leave does not exceed the total sick leave the errplcryee is expected to 
accrue during the balance of the leave year. Payment for any actvataced sick 
leave that the esrpluyee has not earned prior to separation will be deducted 
fran the enployee ' s final pay. 

c. Maternity leave. A new qwdifying period for maternity leave is not 
required in cases of contract change over or reassigrmwt between contracts. 

d. Time and atteradance reporting. Invited contractors will devise their 
uwn system of T&A reporting and records maintenance, using USEK procedures to 
the extent desired, or as directed by the tenns of the contract. 

19-9. PAY ADNIMS!CRA!KaU. (See chapter 8.) 

a. Prwisions regarding advamed in-hiring rates will be used as a 
guideline. Any exceptions will be justified and documanted. 

(1) Use of step rates abuve step 1 for new appointrrrents to 
hard-to-fill positions will be justified and documnted on a case-by- 
basis. 

(2) If difficulties are encamtered in recruiting fully qualified KN 
qluyees due to established wage rates or job classifications, a request rrray 
be suhnitted through the contracting officer and using activity to HQ USFK, 
m: FKB, Unit #15237, APO AP 96205-0010, for authorization of an in-hire 
rate in excess of the top step of the grade, or for possible job 
reclassification. 

b. Provisions and procedural steps for setting pay rates (chapter 8, para 
8-4 ) and step increases (chapter 8, para 8-9 ) may be modified by invited 
contractors w i t h  the concurrence of the contracting officer. Invited 
contractors who elect not to follm specific procedwes in cited paragraphs 
will establish similar provisions consistent with the objective of fair and 
equitable pay, publicize their plan to esrployees, and take necessary steps to 
enswe unif o m  and consistent application. 

c. The contracting officer retains the authority to require comection of 
inproper pay determinations. 

d. When qloyees are terminated by one invited contractor and are 
imnediately hired by a successor contractor, or reassigned betwen contracts 
without a break in service, creditable service for step increases, severance 
pay, and bonus purposes, will not be interrupted. 



e. Invited contractors m y  establish eligibility periods for seasonal 
bonuses that are different than those specified in chapter 8, subparagraph 
8-12a, if necessary, to facilitate budgeting and other administrative 
processes. Hmever, each bonus eligibility period mst provide for 3 mnths 
continuous service prior to the bonus pa-t date. No changes will be made in 
the timing of bonus payments or in the mthod of ccanputation. 

19-10. SEPARATION. (See chapter 10.) Each invited contractor will 
designate a U.S. citizen managerment qloyee to perfonn CPO duties. 

19-11. DPIDYEE SERVICJB AND FACILITIES. (See chapter 11.) 

a. The installation c d e r  is primarily responsible for providing 
qluyee services and facilities. Hmever, invited contractors m y  s d t  
recamnendations for establishing or improving these services and facilities. 

b. On the larger contract projects, consideration will be given to the 
possibility of providing minimal  recreational service. 

c. Education services generally do not apply to contractor operations, but 
the hprtance of improving English ability, especially of supervisory 
personnel, will be emphasized. 

d. Approval by the contracting officer is reguired when contract funds are 
involved. 

19-12. COhlDUIJT AND DISCIIPLINE. (See chapter 12.) 

a. To ensure equity and consiste~cy in disciplinary actions, a 
disciplinary action proposed by the first and second level supervisors will be 
sukxnitted for review and approval by a representative of contractor top 
lrranagemnt before final action is taken. 

b. BOs will provide advice to contractor managerrrent on request. 

19-13. AND APPEZIIS. (See chapter 13. ) 

a. Invited contractors will establish grievance and appeal procedures IAW 
chapter 13. 

b. The project general manager will have the sarrr! responsibility and 
authority as indicated for activity canmnders. 

c. Upon request, the 80 will provide assistance to contractor mnagement 
officials. 

d. An qluyee who appeals a renwrvd and does not accept the decision of 
the project general manager will be referred, through 80 channels, for 
processing under the provisions of chapter 13. 



e. Facts and status of employee grievances and appeals or union carplaints 
will be prwided to the ROK M3L labor inspectors, on request, with appropriate 
reference to the applicable grievance and appeal procedures or the labor 
disputes procedures under Article XVII of the Labor-Management Agreement. 

19-14. LABOR-- REL?WIOEIS. (See chapter 17.) 

a. Reports required on labor unrest and serious labor relations problems 
will be provided to the contracting officer w i t h  copies to concerned officials 
in the local coprmand; the 80; and HQ USFK, A!ITN: FKCP, Unit #15237, APO AP 
96205-0010. 80 officials will coordinate w i t h  staff elemsnts of the local 
c d  and higher HQ. (RCS exqt IAW AR 335-15, chapter 5, subpara 2c.) 

b. Staff rrusrS3ers of CPOs will be available for assistance to contractor 
managemmt and for consultation with local union representatives. HQ USFK, 
O(=PD, will be available for assistance to contractor mnagemmt and for 
consultation w i t h  national union officials and the ROK M3L representatives. 

The proparas3lt of this mgulatioa is the Office of the Civilian Persaursl 1 

Director. Users are invited to sead ~ l l l l ~ l l l t s  and suggested imprwlanents on 
LlA Form 2028 (lbammdd Changes to Publications and Blank Forms) to the 
C a m a d e r ,  USFK, W!!CN: m, Wt #15237, AFO AP %205-0010. 

OFFICIAL: , 

Leutenant Colonel, USA 
Assistant Adjutant General 

w l m J N 4 W .  CROUCH 
Lieutenant General, USA 
Chief of Staff 
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APPENDIX B 

HOSPITALS TO WHICH KOREAN NATIONALS EMPLOYED BY APPROPRIATED 
EWND AND NONAPPROPRIATED FUND ACTIVITIES WILL BE TRANSFERRED 

B - 1 .  Bupyong Area :  

B-2 .  Chunchon Area:  

B-3 .  Inchon Area:  

B-4 .  Kunsan Area:  

B-5. Masan Area:  

B-6 .  Munsan Area:  

B-7 .  Osan-Songtan Area:  

B-8. Pusan Area:  

An H o s p i t a l  
#302, Chongchon-Dong, Puk-Ku 
Inchon C i t y  (032)  524-0591-8) 

Our Lady of Mercy H o s p i t a l  
665, Bupyong-Dong, Puk-Ku 
Inchon C i t y  (032)  510-5500 

Chunchon Song Shim H o s p i t a l  
#153, Kyo-Dong, Chunchon C i t y  
Kangwon Do (0361) 52-9970 

Method is t  C h r i s t i a n  H o s p i t a l  
#237, Yulmok-Dong, Chung-Ku 
Inchon C i t y  (032)  762-7831 

Kae-Jong H o s p i t a l  
#413, Kaejong-Dong, Kunsan C i t y  
Chol labuk Do (0654)  445-3135-7 

Samsung ( p r e v .  Koryo Gen.)  H o s p i t a l  
#5 0, Hapsong 2-Dong, Hwaewon-Ku 
Masan C i t y  (051)  56-7151 

Kumchon Medical  C e n t e r  
# l o l l  Kumchon-Ri, Kumchon-Up, Paju-Kun 
Kyongki Do (0348) 941-5811-6 

Ajou U n i v e r s i t y  H o s p i t a l  
San 5,  Wonchon-Dong, Paldal-Ku 
Suwon, Korea (0331)  219-5546 

Daesung H o s p i t a l  
#390-1, Changdang-Dong, Songtan C i t y  
Kyongki Do (0333) 667-0900-4 

Dong-Eui Medical  C e n t e r  
#45-1, Yangjong 4-Dong, Pusanjin-Ku 
Pusan C i t y  ( 0 5 1 )  867-5101-4 
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B-9. Pyongtaek Area: 

B-10. Seoul  Area: 

- 1 1  Suwon Area: 

B-12. Taegu Area: 

B-13. Taejon Area: 

Pak A e  General  Hosp i t a l  
#41-2, Pyongtaek-Dong, Pyongtaek C i t y  
Kyongki Do (0333) 52-2121-4 

Pyongtaek Song Shim Hosp i t a l  
#88, Tongpok-Dong, Pyongtaek C i t y  
Kyongki Do (0333) 52-2891-2 

Asan Medical Cente r  
#388-1 Pungnap-Dong, Songpa-Ku 
Seoul (02)  480-3923 

Ewha Women's U n i v e r s i t y  Hosp i t a l  
#70 Chongro 6-Ka, Chongro-Ku 
Seoul  (02)  760-5114 

Kong Eye C l i n i c  
# I l l - 1  Surim-Dong, Chongro-Ku 
Seoul  (02)  733-0276 

Samsung Medical Cente r  
#50 Ilwon-Dong, Kangnam-Ku 
Seoul  (02)  3410-0200/2114/3282/3289 

Seoul Na t iona l  U n i v e r s i t y  Hosp i t a l  
#28 Yumkum-Dong, Chongro-Ku 
Seoul  (02)  760-2114 

Sun Chon Hyang Hosp i t a l  
#657, Hannam-Dong, Yongsan-Ku 
Seoul (794-2681/7191 o r  709-9114 

Yonsei Severance Hosp i t a l  
#134, Shinchon-Dong, Sodaemun-Ku 
Seoul  (02)  361-5114 

S t .  Vincent Hosp i t a l  
#93, Chi-Dong, Changan-Ku, Suwon C i t y  
Kyongki Do (0331) 402-114 

Dongsan Medical Cente r ,  
Keimyong U n i v e r s i t y  
#l94,  Dongsan 4-Dong, Chung-Ku 
Taegu C i t y  (053) 250-7303) 

chungnam U n i v e r s i t y  H o s p i t a l  
#640, Daesa-Dong, Chung-Ku 
Taejon C i t y  (042) 220-7114 
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B-14. Tongduchon Area:  Song Mo H o s p i t a l  ( S t .  Mar ie )  
#577, Saengyon 3-Dongr Tongduchon C i t y  
Kyongki Do (0351) 63-0550) 

B-15. Uijongbu Area:  Uijongbu Medical  C e n t e r  
fi.433, U i  j ongbu 2-Dong, U i  j ongbu C i t y  
Kyongi Do (0351) 871-0011) 

B-16. Wonchu Area:  C h r i s t i a n  H o s p i t a l  
#162, Ilsan-Dong, Wonchu C i t y  
Kwangwon Do (0371) 42-3131) 



APPENDIX C 

Name of S i t e  and 
Administrative D i s t r i c t  

Hwa-ak-san TV Relay Station 
Hwa-ak-ni, Buk-nyon 
Kapyong-kun, Kyongki-do 

DMZ 
Kunnae-myon 
Changdan-kun, Kyongki-do 

TAC: 1, Si te  10 Takcana M/W Si te  
Sankok-ni, Sungsan-nyon 
Okgu-kun, Cholapuk-do 

Madison VHF S i t e  
Samkwangkyo, Yonmu-ton 
S m n  City, Kyongki-do 

R i c h n d  S i t e  
Sangnae-nyon, Taetok-kun 
Chungchongnam-do 

High Point S i t e  
Chonpyong 1-ri, Sangdong-up, 
Chungchongnam-do 

Name of S i t e  and 
Mministrative D i s t r i c t  

Salem Signal Relay S i t e  
W - u p ,  Songsan-h, 
Kyongsangpuk-do 

Dartboard Signal Relay S i t e  
Gachang-myon, Dalsong-kun, 
Kyongsangpuk-do 

K-e Range 
Maehyang-ri, Woojong-myon, 
Hwasong-lam, Kyongki-do 

H i l l  754 
Chongsarrrnyon, Pochon-kun, 
Kyongki-do 

Beason VHF S i t e  
Okchon-nit Okchon-myon, 
Yongpyong-kun, Kyongki-do 

Korean Tactical Range 
Mokchon-myon, Chomn-kun, 
Yongwol-kun, Kangwon-do 

Salem Base Carrp! 
Puksan-myong, Sungsan-kun, 
Kyongsanpuk-do 



APPENDIX D 

D-1. Revised wage schedules will be installed by adjusting the pay rate each 
qloyee holds on the effective date, to the new pay rate for his pay and step. 

D-2. Changes in pay resulting £ran the application of a revised wage 
schedule will be t d  "pay adjustment" and will be acccsnplished on the 
appropriate payroll change forms for APJ? andNP;F aoployees. Mass change can be 
used for invited contractor qloyees. 

D-3. In cases where another personnel action involving pay (prmtion, CLG, 
or step increase) is effected on the date of the pay adjustmnt, the present 
pay rate will be adjusted to the new rate for the enployee's current grade and 
step before applying pay setting procedures pertinent to the type of personnel 
action taken. A c m t  will be entered under RlWWC5 on the SF 50-B or DA 
Form 3434 (Notification of Personnel Action - Nonappropriated Fund Enployee) , 
as appropriate, indicating that the pay adjus-t was effected concurrent with 
the other action. 

D-4. Pay adjustrents for employees receiving saved pay rates on the old 
schedule will be processed as folluws: 

a. If an enployee's current saved rate of pay (base pay plus CAP) is above 
the top step rate (base pay plus CAP) for the grade of the job in the new 
schedule, the saved rate will be retained. 

b. If the axrent saved rate of pay (base pay plus CAP) is beluw the top 
step rate (base pay plus CAP) for the grade in the new schedule, the rate of 
pay will be adjusted to the new pay rate (base pay plus CAP) for the top step 
of the grade. 

D-5. J3rplayees separated prior to the effective date of a pay increase will 
not be eligible fox the increase even though lump-sum leave p a ~ n t s  extend 
beyond the effective date. 

D-6. When the payroll change cannot be processed on or before the effective 
date, the necessary wage adjustrrrent will be retroactive to the effective date 
of the pay increase. 



This table of penalties for delinquency or misconduct will be used as a 
general guide in imposing disciplinary actions. While the table may not meet 
the demands of all situations, it will be folluwed as closely as possible in 
imposing penalties. When a penalty mre severe or less severe than that 
provided in the guide is imposed, justification for the deviation mst be 
dccumented in the case file. For each occurrence of an offense, supervisors 
usually have a range of penalties to choose frcan. In choosing the penalty 
from within this range, consideration should be given to length and quality of 
service, and extenuating and mitigating circumstances. A11 employees, 
temporary, part-time, intermittent, and full-time, may be subject to 
discipline. 

E-1. The Table of Standard Penalties will be used to ensure a consistent 
and equitable approach to disciplinary actions. Where an offense justifies 
disciplinary action as a corrective measure, such disciplinary action will 
normally be taken within the established range of penalties sham in the table. 

E-2. The established range of penalties allms for mvlagemnt' s discretion 
in the selection of a proposed penalty for an offense, after due consideration 
has been given to the particulars of each case. (In deciding on the 
appropriate penalty, management will consider the follawing before deciding on 
an appropriate penalty for each proposed adverse action, noting that not all 
will apply in every case: ) Supervisors mst consider those that are relevant 
on a case-by-case basis to strike a responsible balance within tolerable limits 
of reasonableness. The reasons for the selection of the specific penalty 
should be clearly stated in the letter of proposed adverse action. 

a. The nature and seriousness of the offense, and its relationship to the 
employee's duties, position and responsibilities, including whether the offense 
was intentional, technical, inadvertent, was ccamcitted maliciously, for gain, 
or frequently repeated. 

b. The employee's job level and type of eqlqyment, including supervisory 
or fiduciary role, contacts with the public, and prcaninence of the position. 

c. The employee's past disciplinary record. 

d. The employee' s past work record, including length of service, 
performance on the job, ability to get along with fellw workers, and 
dependability. 

e. The effect of the offense upon the enp?loyee's ability to perform at a 
satisfactory level and its effect upon supervisors' confidence in the 
employee's ability to perform assigned duties. 



f. Consistency of the penalty with those imposed upon other esrployees for 
the same or similar offenses. 

g. Consistency of the pendLty with this table of penalties. 

h. The notoriety of the offense or its hpact upn the reputation of the 
c d .  

i. The clarity w i t h  which the esnplqee was on notice of any rules that 
were violated in cdtting the offense, or had been warned about the conduct 
in question. 

j. Potential for the qloyee's rehabilitation. 

k. Mitigating c-s su~rounding the offense such as unusual job 
tensions, personality problem, mtal irrpairment, harassment, or bad faith, 
malice or provocation on the part of others involved in the matter. 

1. The adequacy and effectiveness of alternate sanctions to deter such 
conduct in the future by the enployee or others. 

E-3. Follm these procedures once disciplinary action is determined: 

a. Determine the nunbred item in the table mst appropriate for the 
offense cdtted. If the offense could be considered as falling under more 
than one of the listed offenses, the penalty for the mst serious offense may 
apply. The offense listed in the nutice of props4 action need not be 
identical to an offense listed in the table. If this is the case, identify 
these items similar to the offense and cite the reason the penalty was chosen. 

b. Determine whether the current offense will be treated as the first, 
second, or third offense. Offenses that are not a penmnent part of the 
qloyee's record, such as a reprimand, will not be counted once the penalty 
has been rarrwed fran the qlqee' s personnel folder. Prior offenses where 
the penalty assessed was a 1-day suspension up to and hluding a 5-day 
suspension will not be taunted if the offense occurred more than 3 years prior 
to the current offense. Prior offenses for which the penalty was a suspension 
in excess of 5 days will not be counted if the offense occurred mre than 5 
years prior to the current offense. 

c. When the table provides a range of penalties for the offense, a penalty 
w i t h i n  that range will nodly be used; when alternative penalties are 
indicated (an either-or situation), one of the indicated penalties will be 
selected based upon the c-s of the case. 

d. Prqosed penalties which are cutside the established ranges ( m e  
severe or less severe) require written justification in the adverse action 
request that is provided to the 80. Penalties for offenses not included in 
the table will be consistent w i t h  penalties for offenses of carparable gravity. 



e. The notice of proposed adverse action need not cite a particular 
numbered item. 

E-4. When imposing progressive penalties for second and third offenses, 
consideration must be given to what period of t k  has elapsed since the prior 
offense. What is reasonable will depend on the fads and circumstances of each 
individual case. The repetition of an offense for which a prior penalty was a 
fond reprhd or suspension, or the cdssion of an offense which calls for 
the same or similar initial penalty as a previous offense, m y  be considered as 
a second or third offense, if within the tim frames discussed in subparagraph 
E-3b, when such repetition shuw a consistent pattern of misconduct. 

Nature of Offense 1st Offense 2d Offense 3d Offense 

1. Attendance - related offenses. 
a. Absence without leave (any Official 2-to 5-day 5-to 10-day 

absence frcan duty which has not written suspsion suspension 
been authorized and for which pay reprimand to removal. to removal. 
mst be denied). or 1-day 

suspension. 

b. Absence without leave in l-da~ 5 4 3 ~  11-day 
excess of 1 day. suspension suspension suspension 

to ramVal. to removal. to removal. 

c. Absence without leave in Remval. 
excess of 10 work days. 

19011E: A mre severe penalty for a first offense m y  be imposed if the adverse 
inpact on management is significant; for vie, cases involving guards, 
ambulance drivers, disru~tive actions, and so forth. 

2. Failure to observe any written regulation, order or procedure prescribed by 
cqtent authority. 

a. Violation of administrative Official 1-to 5-day 5-to 10-day 
regulations where safety of persons written suspension. suspension 
or property is not endangered. reprimand. to removal. 

b. Violation of administrative 1-to 5-day 5-to 10-day Removal. 
regulations where safety of persons suspension suspension 
or property is endawered. to remwal. to removal. 



1st Offense 2d Offense 3d Offense 

RenoVal. 

Nature of Offense 

3. Advocating the overthrm of 
either the U.S. or ROK Gaverrrments 
or participating in an organization 
which advocates the overthrm of 
the U.S. and/or ROK Goverrrments. 

4. Offenses related to intoxicants. 

a. Drinking intoxicants while 
on duty. 

b. Drinking intoxicants on 
duty where safety of personnel or 
property is endangered. 

c. Reporting for duty or being 
on duty intoxicated to a degree 
which would interfere w i t h  the 
proper performance duties. 

Off icid 
written 
reprimand 
or 1-day 
suspension. 

1-to 10-day 
suspension 
to remval. 

1-to 3-day 
suspension. 

2-to 5-day 
suspension 
to remval. 

3-to 5-day 
suspension 
to remval. 

5-to lo-day 
suspension 
to remrrval. 

5-to lo-day 
suspension 
to remval. 

hlOllE: Positions to which subparagraphs 4b and c apply include, but are not 
limited to, security guards and operators of telephones, water plants, and 
generators. The degree of danger, denonstrated and potential, will be 
considered. Removal for a first offense may be appropriate when extreme danger 
was present or caused. 

5. KnaWingly making false or 1-to lo-day Remwal. 
malicious statements which hann suspension 
or destroy the reputation, authority, if offense 
or official standing of individuals is minor. 
or organizations. Remcnzal for 

maior offenses. 

6. Fighting or creating a 1-to 3-day 3-to 5-day 
disturbance amng f ellm enployees, suspension, suspension, 
resulting in an adverse effect on if offense if offense 
mrale, production, or maintenance is minor; is minor; 
of proper discipline. 5-to lo-day remwdL for 

suspension major 
to remval offenses. 
for major 
off ewes . 

5-to lo-day 
suspension 
to remval, 
if offense 
is minor; 
removal 
for major 
offenses . 



Nature of Offense 1st Offense 2d Offense 3d Offense 

NUJ!E : A major offense involves infliction of bodily harm on others; physical 
resistance to ccanpetent authority; and violent acts, or threats thereof, which 
seriously affect work or discipline. R e m v a l  will be considered for all 
offenses involvins injury requirinq hospitalization. 

7. Theft or unauthorized use or Reprimand Re~mval. 
possession of agency property to 15-day 
(including attqted acts and suspension 
collusion with others to ccarmit to remval. 
such ads ) . 
WI'E: Employees in positions of special trust and responsibility (for 
example, security guards, managers, accountants, warehouse workers, c d s s q ,  
club and exchange employees) m y  be appropriately r m e d  for a first offense. 
Removal. on first offense must be based on a ccsnbination of empluyee intent, 
impact on mission and the value of the item stolen. Intent m y  often be sham 
by attqts to conceal the item, the means by which the item was obtained or 
the presence of a sch- or plan to divert the property. Impact on mission is 
easily masured; for q l e ,  theft of a piece of leftover bacon or chicken 
fran a mess hall would have little impact on mission ccanpared to the impact 
that diversion of fuel or supplies may have. Value of an item mst also be 
considered in that same items m y  have no impad on mission yet be of high 
enough value to make removal appropriate. In choosing penalties refer to 
parasraph 12-4 of this requlation and parasraph E-3 of this appendix. 

8. Bribery. Wrongfully asking, 1-to 10-day W a l .  
suggesting, accepting or receiving suspension 
(directly or indirectly) money or to remrval. 
anything of value (for example, 
9 d t  ent erbimmt, and so forth) 
for giving, procuring, or aiding to 
procure anything of value in 
connection with official duties; 
mkhg offers of bribes, giving bribes 
or knmingly serving as intermediary; 
soliciting, accepting or agreeing to 
accept anything of pecuniary value as 
ccanpensation for having, as an 
enployee, given a decision, 
opinion, or recamendation favorable 
to another, or for having otherwise 
exercised a discretion for favor, or 
for havim violated one's awn duty. 



Nature of Offense 1st Offense 2d Offense 3d Offense 

9. Requesting, offering, or accepting RenuJval. 
gratuities in exchange for prcmncrtion or 
emplayment w i t h i n  USFK, or interfering 
with or dissuading, coercing or 
discouraging applicants from exercising 
their right to apply for consideration 
for positions or prmtion in USFK. 

10. Unauthorized disclosure of 5-to lo-day Remnml. 
advance procuresrrent informtion to suspension 
contractors, bidders, or other to rerruJval. 
personnel interested in procurerrrent 
activities of the U.S. Gavenrment. 

11. Acceptance by an q l o y e e  or 5-to lo-day Renrwd. 
any maber of the enplayee's suspension 
imnediate family of any gratuity to remwal. 
or service frcm contractors, 
bidders, or other personnel 
interested in procurement 
activities of the U.S. Gavermnent. 

12. Conflict of interest between 1-to lo-day Remwd. 
the qlqee's official duties suspension 
and/or the imnediate family' s to renmval. 
private interests, such as having 
financial, managerial, or proprietary 
interest in a ccmpany which is 
interested in or engaged in U.S. 
Government procurement activities. 

13. Conduct unbeccaning an employee 1-to 10-day Rennrdl. 
engaged in procurenwt activities suspension 
and which reflects achrersely upon to remval. 
the integrity and reputation of the 
U.S. procurement activities; for 
example, such as, but not limited to, 
unauthorized and unofficial contacts by 
telephone, note or letter, hame visits, 
or frequenting public places of enter- 
tainment or recreation w i t h  bidders, 
contractors, or other personnel interested 
in U.S. procurerntnt activities. 



Nature of Offense 1st Offense 2d Offense 3d Offense 

14. False statements, misrepresen- 1-to lO-day R m a l  
tation, or fraud of a substantive suspension 
nature which are determinants to remmal. 
in the matter of qualifications, 
credibility, or entitlements in 
official records, or in connection 
with official investigations. 
Official records include, but are 
not limited to, time sheets, leave 
forms, travel vouchers, and other 
such documents. 

NUl!ES: When falsification involves misrepresentation or dssion of 
derogatory information in the employee's personal history statement or 
application for qloymnt, the follaving is appropriate: 

a. Qnissions of convictions for minor offenses which would not preclude 
hire (for exarrp?le, curfew and traffic violations not resulting in 
incarceration, or suspended sentences thereof, and/or heavy fines) normally 
will not be a basis for formal disciplinary action unless there were mre than 
two such offenses indicating a pattern of misconduct. 

b. If the falsification is of a substantive nature normally barring hiring 
or retention, suspension may be imposed in lieu of r w a l  if the appointing 
authority determines that the interest of USFK d d  be served by retention of 
the awlwee. 

15. Refusal to testify in (or 1-to 5-day 5-to 10-day Rmal. 
giving false testkny at) a suspension suspension 
properly authorized board of to ramal. to remval. 
inquiry conducted by representatives 
of the enplayer except where such 
refusal is based upon grounds of self- 
hrinination (witnesses shall be 
ensured f reedan frcm restraint, 
interference, coe~cion, discrimination, 
or reprisal in presenting their 
testimony). Refusal to testify, or 
giving false informtion, to an 
investigative board, in order to 
protect anuther or to hinder an 
investigation may be grounds for 
remsval on the first offense. The 
board will inquire into the basis of 
the possible self-incrimination to 
ensure it is valid. One m y  not 
refuse to testify because it might 
incriminate or offend others. 



Nature of Offense 1st Offense 2d Offense 3d Offense 

16. Violation of ration control official 5-to 10-day Remnml. 
procedures (failure to properly written suspension 
mark items sold on ration cards, reprimand to removal. 
or mishandling letter of authoriza- to ramml. 
tion or similar acts contrary to 
ration control procedures). 

IWES: The range of disciplinary actions is deliberately broad so as to 
permit exercise of judgrrrent. Extenuating and mitigating circumstances mst 
always be considered. Remval on a first offense m t  be based upon considered 
judgment that intentional action was involved. One of the folluwing situations 
may support a renvJval on a first offense regardless of the value of the it- 
involved: 

a. There is a clear indication that items involved are for resale/black 
marketing. 

b. There is a collusion w i t h  purchaser(s) to manipulate ration control 
procedures thereby enabling purchase limitations for dollar anrwnts or 
controlled items to be exceeded. 

c. The empluyee is in a position of high trust and responsibility for the 
safeguard of property/canpliance w i t h  ration control procedures (i.e., store 
managers and check-out clerks, warehouse and supply workers, club, exchange, 
and ccannissary emolayees, m i t v  d, etcl . 
17. Insubordination (refusal to Official 2-to 5-day 5-to 10-day 
obey orders, bprtinence, like written suspension suspension 
offense). reprimand to m a l .  to removal. 

to rerrwrvdl. 

18. -ling on duty or in a USF'K Official 3-to 5-day 5-to 10-day 
installation. written suspension. suspension 

reprimand to rmwal. 
to 3 day 

19. Notorious misconduct off duty 1-to 10-day Remmd. 
which actversely affects the repta- suspension 
tion of the enplayer. to r d .  

IWE: This includes conviction for a felony, or ather grave misconduct. The 
degree of damage to the reptation of the enplayer should be considered. 



Nature of Offense 1st Offense 2d Offense 3d Offense 

20. a. bafing (willful idl.eness Official 1-to 5-day 3-to lo-day 
or deliberate failure to work on written suspension. suspension 
assigned duties) where safety of reprimand. to removal. 
personnel or property is not 
endangered. 

b. Loafing where safety of 1-to 10-day Remwal. 
personnel or property is endangered. suspension 

to remrval. 

NUl!E: Positions to which subparagraph 20b apply include, but are not limited 
to, security guards, and operators of telephones , water plants, and 
generators. The degree of danger, dmnstrated and potential, will be 
considered. Removal for a first offense may be appropriate when extreme danger 
was present or caused. 

21. Negligent performance of duties. 

a. Where safety of personnel Official 3-to 1O-day 10-day 
or property is not endangered. written suspension. suspension 

reprimand to removal. 

b. Where safety of personnel 1-day Remval . 
or property is endangered. suspension 

to remwal. 

22. a. Sleeping on duty (where Official 3-to 5-day 5-to 10-day 
safety of personnel or property written suspension. suspension 
is not endangered). reprimand to removal. 

to 3-day 
suspension. 

b. Sleeping on duty (where 1-to lo-day Remval. 
safety of personnel or property suspension 
is endangered). to ren-oval. 

NCIIIE: Positions to which subparagraph 22b apply include, but are not limited 
to, security guards, and operators of telephones, water plants, and 
generators. The degree of danger, deroonstrated and potential, will be 
considered. R-al for a first offense may be appropriate when extreme 
danqer was present or caused. 

23. Misuse of identification card 1-to 10-day Remval. 
(for example, permitting suspension 
unauthorized use by another person). to remwal. 

N(311E: Intent and consequence, dexonstrated and potential, will be 
considered. 



Nature of Offense 1st Offense 2d Offense 3d Offense 

24. a. Participating in adions Official 5-to lo-day -. 
disruptive of n o w  mrk require- written suspension 
ments in violation of p r o v i s h  reprimand to remwal. 
of the US=-KEU Labor-Management to 1-to 
Agreement and the Labor Article 
of the U.S.- ROK SOFA. 

5-day 
suspension. 

b. Instigating or leading 1-to lo-day Fkmlval. 
disruptive actions. suspension 

to remval. 

MII1E: Fkmval for a first offense may be appropriate when the disruptive 
action is prolonged and warnings of managesnent, union officials, or IUX 
administrative authority have been disregarded or when there has been physical 

25. Sexual harassment. 
Influencing, offering to 
influence, or threatening the 
career, pay, job, or wrk 
assignmnts of anather person 
in exchange for sexual favors 
or deliberate or repeated 
offensive cammnts, gestures 
or physical contact of a 
sexual. nature. 

a. Involving a subardinate. l-da~ 10-day 3O-day 
suspension suspension suspension 
torenrwal. toremwal. toremnml. 

b. Not involving a subordinate. Written 5-da~ 10-day 
reprimnd suspension suspension 
to 3O-day toremovdl. torem3val. 
suspension. 

NUJ!Ek Appropriate penalty depends on the factual situation in each case 
weighed against U.S. DOD policy that sexual harassment will not be tolerated. 
Where the conduct created a hostile or offensive mrk environrtlent, remwal is 
warranted for the first offense. 



F-1. REPORTING FOR WRK. Btployees are expected to report for work prqtly 
on all scheduled workdays in a condition which will permit proper performance 
of assigned duties. Annual and sick leave mst be used IAW established 
policies and procedures. When an employee cannot report for work on time, or 
when a situation requires an unscheduled absence frcan duty in an emergency, the 
employee must make every effort to contact the imtrediate or second level 
supervisor by telephone or by message delivered by a family mnber or another 
emplayee* 

F-2. OF ASSICWED DWIES. Enployees are expected to be efficient 
and industrious in performing their duties and to be informed of performance 
requirements and procedures pertaining to their jobs. Employees must assume 
full responsibility for carrying out assigned duties and effectively 
accqlishing work assignmmts. EnpZlayees mst not participate in or support 
any activity which would be disruptive to the performance of assigned duties or 
would decrease the efficiency of operations in the organization. 

F-3. PE#)PER VIIILIZATIW OF OFFICIAL TIME. Enployees are expected to render 
a full day's work for a full day's pay. Employees rmst not engage in personal 
affairs during duty hours, such as making personal telephone calls except in 
emrgency cases, gossiping with fellow qloyees, or visiting places other than 
those required for the performance of official duties. Ehpluyees are expected 
to inform supervisors when their assigned tasks are accqlished and to make 
full and productive use of scheduled work hours. 

F-4. R U Z S  AM3 REZUW!IONS. rnloyees are expected to observe the 
various rules, regulations, laws, and other authoritative instructions, and 
consistently condud themselves in a mmer which is above reproach. Empluyees 
must keep informxl of the standing operating procedures applicable at the job 
site and make every effort to secure clarification when they are uncertain 
about the interpretation of any procedures or regulations. 

F-5. 000PERATICt-l WITH THE SUPERVISOR. Ehployees are expected to readily 
respond to instructions frat supervisors, respect the authority of supervisors, 
and refrain frm any acts wkich would harm or destroy the authority or 
integrity of supervisors. Matters of disagreement with the supervisor should 
be openly brought to the superviso~'~ attention and efforts IMde to resolve the 
disagreements in a constructive manner. 

F-6. RELATIONS WITH FEL;UIW EWUXEES. Employees are expected to exercise 
courtesy and tact in dealing with fellow employees and to respect the rights of 
fellow employees. Employees mst endeavor to create hammy and work in 
hanmny with other employees and mst avoid any act or statmt which could 
harm or destroy a fellcw employee's reputation. 



F-7. PEE[IIBCIIIION OF AM) m. Ehployees are 
expected to safeguard property, equipnent, tools, and supplies frcm loss, 
darclage, or misuse. They are responsible for equipmnt and tools assigned to 
them and for property and supplies in their areas of responsibility. They are 
responsible for the protection of such property and supplies f ran misuse, use 
by unauthorized persons, damage, or loss. Employees are expected to positively 
support camand efforts for the elimination of pilferage, theft, and 
blackmarketing . 
F-8. -IN0 OFFICIAL -Ow, RICORIS, AND -. Rployees 
are expected to safeguard official infomation, recards, and docurrv3nts frm 
disclosure to unauthorized persons and frcan loss. Information acquixed W 
official duties mst not be discussed or disclosed except as necessary in the 
performance of official duties. Esrployees are also expected to present correct 
and valid infomation and docunrents requFred in connection w i t h  their uwn 
esrplaymsnt- 

F-9. U.S. -WK -. Enployees are expected to recognize 
their responsibility as mathers of the IXSEK to support U.S.-ROK security 
objectives. BqAuyees are wpected to recognize these special missions and to 
fulfill their obligations. J3tployees will not engage in any activities which 
prcarpt public criticism, cause discredit, or interfere w i t h  mission 
accarplishmnt . 
F-10. PRIVHlZ ACITIVITIEG CN #Xfll. Enployees mst not engage in unofficial 
business on post, such as soliciting, canvassing, ar peddling. Ehployees are 
not permitted to conduct business operations on post; for exarrple, promotion 
sales of ccannercial items, conmercial lending, or repaying money w i t h  
interest. rnloyees are expected to conduct outside affairs in such a manner 
that they do not interfere w i t h  proper and full discharge of assigned duties. 

- 1 1  OF CQMIIlff. The follckJing provisions concernhg standards 
of cobct are applicable to Korean esrployees: Standards of Ethical Conduct 
for mloyees of the Executive Bramh, Final Ekqdation issued by the U.S. 
Office of Gavenrment Ethics, Title 5 ,  Ccde of Federal Regulations, Part  2635; 
and Deparbrrrent of Defense Directive 5500.7, to include the requirement for 
suhission of Confidential Financial Disclosure Reports, described in chapter 
7, section 3. 



SYNOPSIS OF' REFaWAL ACTIm MR. /MRS. 

G-1. -OF EVENTS. 

a. Enforced leave period (1-60 calendar days): 

b. Date notice of proposed removal issued: 

c. Date employee reply received: 

d. Date notice of decision issued: 

e. Date r-al action effeded: 

f. Date appeal forwarded (NGT 14 calendar 
days after effective date of the r m a l  action): 

g. Date appeal forwarded to OCPD (NLT 14 calendar 
days after receipt in the servicing CPO). 

a. Charge: 

b . Management ' s reasons/evidence : 

c. Appllant's statement: 

a. Service cqutation date: 

b. Time in last position held: 

d. Previous adverse actions (kind and dates): 

e. Specialized training received: 



A P P E N D I X  H 

G U I D E  FOR CALCULATING AWARDS 

U S F K  R e g  690-1 

BrnrJirs A word 

Upto$10,000 10% 

Quick Guide for Calculating Awards Based on Taneihle Benefits 

C o n t r i b u t i o n s  Wi th  T a n g i b l e  B e n e f i t s  

BenrJrr A ivrird 

170,000 4,050 
175,000 4,075 
180,000 4,100 
185,000 4,125 
IY0,OOO 4,150 
195,000 4,175 
200,000 4.200 
225,000 4,325 
250,000 4,450 
275,000 4,575 
300,000 4,700 
325,000 4,825 
350,000 4,950 
375,000 5,075 
400,000 5,200 
425,000 5,325 
450,000 5,450 
475,000 5,575 
500,000 5,700 
550,000 5,950 
600,000 6,200 
650,000 6,450 
700,000 6,700 
750,000 6,950 
800,000 7,200 
850.000 7,450 
900,000 7,700 
'950,000 7,950 

l,d00,000 8,200 
1,050,000 8,450 
1,100,000 8,700 
1,150,000 8,950 
1,200,000 9,200 
1 ,250,000 9,450 
1,300,000 9,700 
1,350,000 9,950 
1,400,000 10,2W* 
1,500,000 10,700 
1,600,000 11,200 
1,700.000 11,700 

E s t i m a t e d  F i r s t - Y e a r  B e n e f i t s  

BcneJirs A word 

1,800,000 12,200 
I ,900,000 12.700 
2,000,000 13,200 
2,100,000 13,700 

:2,2(X1,000 14,200 
2,300,000 14,700 
2,400,000 15,200 
2,500.00 15,700 
2,600,000 16,200 
2,700,000 16,700 
2,800,000 17,200 
2,900,000 ' 17,700 
3,000,000 18,200 
3,100,000 18,700 
3,200,000 19,200 
3,300,000 19.700 
3,400,000 20,200 
3,500,000 20,700 
3,600,000 21,200 

3,7000,000 21,700 
3,800,000 22,200 
3,900,000 22,700 
4,000,000 23,200 
4,100,000 23,700 
4,200,000 24,200 
4,300,000 24,700 
4,360,000 25,000** 

* Awards over $10,- 
000 require the ap- 
proval of the Office of 
Personnel 
Management. 

** M a x i m u m  award 
authorized by the Of- 
fice of Personnel Man- 
agement. A presiden- 
tial Award of up 10 

$10,000 may be paid 
in addition to the 
$25,000. 

to  Government Amount o f  Award 
Up to  $10 ,000  . . . . . . . . . . . . . . . . 10  p e r c e n t  o f  b e n e f i t s  
$ 1 0 , 0 0 1  - $100,000 ........... $1 ,000  f o r  t h e  f i r s t  $10 ,000 ,  p l u s  3  p e r c e n t  

o f  b e n e f i t s  o v e r  $10,000 
*$1.00,001 o r  more ............. $3 ,700  f o r  t h e  f i r s t  $100,000 p l u s  .5 p e r c e n t  

o f  b e n e f i t s  o v e r  $100,000 
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APPENDIX I 

260 DAY WORK YEAR CHART 

Locate the number of days worked under the column marked "Months." Creditable service will be the total months 
shown at the top of that column plus the number of days under the column marked "Days" (e.g., 120 days worked 
convert to 5 months and 16 days of credit). The days used for creditable service factor in weekends. 
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ACof S 

AcPEns 

APF 

ARPL 

m L  

BA 

CAs 

CAP 

C;L 

CLG 

CPD 

CPF 

CPOs 

CPP 

DOB 

DOD 

EUSA 

FECA 

FY 

HQ 

IAW 

ILIA 

JA 

GussARY 

ABBREVIATIONS 

Assistant Chief of Staff 

Army Civilian Personnel System 

appropriated fund 

A r e a  Reenploymnt Priority I i s t  

absent without leave 

Benefits A l l m c e  

ccanpetitive area(s) 

consolidated al.lwance payment 

ccanpetitive level 

change t o  lm: grade 

Civilian Personnel Director 

Civilian Personnel  light 

Civilian Personnel Office(r)(s) 

Central Placement Program 

date of birth 

Department of Defense 

Eighth United States Army 

Federal -1-s Ccaqensation Act 

f iscal  year 

headquarters 

in accordance with 

i n  l ieu of involuntary action 

Judge Advocate 



Joint Labor Affairs Camcittee 

Korean Erployees m s  Board 

Korean EnpLoyees Union 

Korean General Schedule 

Korean National(s) 

Korea Support Pctivity 

Korean Service Corps 

Korean Wage Board 

leave without pay 

Ministry of Labor 

nonappropriated fund 

nonappropriated fund instrumentalities 

not later than 

natures of action 

not to exceed 

Office of the Civilian Personnel ~irector 

official personnel folder(s) 

outstanding performance rating 

Office of Workers' Caqemation Program 

permanent change of station 

Paylrrent in Kind 

reduction(s) in force 

Resource Manager(s) 

Republic of Korea 



ROKG 

SCDs 

SOFA 

T&A 

TDY 

TGs 

m 

rnF 

USFK 

U.S. 

Republic of Korea Goverment 

service ccarrputation da te(s )  

Status of Forces Agreemnt 

time and attendance 

temporary duty 

tenure group(s) 

time off award(s) 

t ransfer  of function 

United States  Forces, Korea 

United States  (of America) 
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